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GrantWave is the most comprehensive, yet easydogrant management solution
available. Key features include:

Comprehensivedata repository for all of your grant information

Contact management programto organize external and internal contact
information and important details

Calendar management systento allow you to stay ahead of your deadlines
Budget and expense tracking systerno give you an instant financial overview
Grant writing wizard that simplifies the grant application process

Report and query builder that easily provides any type of information rethat
to your grant process with a click of a button

Financials — With new expanded capabilities, you can now tragie@ses
against your budget to easily reconcile your finanaccounts

Multi-User Authorization and Authentication — Allows you define access to
different users

Microsoft Outlook Synchronization — Contacts and Calendars may be easily
imported or exported to Outlook or you can easpiycsGrantWave with
Outlook

Report Module — Enhanced to allow for easy query building by drag and
dropping data fields, in addition to new reportigas

Microsoft SQL Database Engine- Improved database engine that is
enterprise-ready and fully scalable

Attachments — New data storage option allows you to store adtlea instead
of just links to your existing file
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Getting Started

GrantWave’s Eight Modules

Organization

If you work for a single organization or write independgrants for
multiple organizations, this module makes it easy to firgdwizational
wide information

Program

Splits your organization into more manageable sub-catesgoriprograms.
Labels may be customized to something that fits bestoiar grganization
like departments, division, projects, etc.

Grants
Allows you to manage all your grants with all relatediniation in one
central location conveniently available at your fingpesrt

Grant Writer

Guides you through your grant process and allows you tomissenation
previously entered into the database to instantly popalagav grant
proposal or submission

Contacts

Provides detailed information about your board memberf§, staential
leads, donors, liaisons, partners, and others involvedungrant
management process

Grantors
Similar to the Contacts module, provides detailed inforonadin
organizations that you have applied to and / or receivatifgrirom

Calendar
Tracks on deadlines, organizes multiple tasks, provides remiaders
syncs with Outlook

Reports

Offers a comprehensive library of reports that query yiatiabase, such as
a Contact List or Financial Snapshot, and can be fucistomized to meet
your needs
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Database Structure

Within GrantWave, Organizations, Programs, and Grare structured in a hierarchy. Nonprofits
are considered Organizations that run Programsefilibg Grants. When entering data into
GrantWave for the first time, data should be emténehe following order:

1. Organization
2. Program
3. Grant

Program Program Program

Tip: For individual grant writers who work with sevetabanizations, there is an option to enter an
unlimited number of organizations into the database

Goals, Objectives, and Activities
For each level of Organizations, Programs and Gr&rantWave allows you to define separate
Goals, Objectives, and Activities:

Goals
The aspirations of your organizations vision tg stae to your mission statement

Objectives
The specific, measurable, achievable, realisticetbound ways to achieve your goals

Activities
The actions related to achieve an objective
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Overview
When initially opened, GrantWave defaults to thg&ization module. You can navigate this page
by using the Main Menu, Quick Select Boxes, InfotioraTabs, Side Panel, and Module Control

S i e bl | Quick Select Boxes I
@ Organization: | Lucy’s Animal Sheit (| &% Program: Wiggle Waggle Wal (| @ Grant:| Community Outres [ [I]J @ l | Information Tabs |
! Organization Reports | Target Populations | Tasks | Timelines
rreese About || Activities | Attachments | Communications | Contracts | Details | Evaluations | Financiats | Goats | Inquiries | Leads | Letters of Support | Objectives | Outcome | Permits | Personnel & Partners | Programs & Grants
EEEERNENENN | orgacization [(oovs Arimal Ster ([ Business )J5#1) 0000000 R
Sam's Fine Homes (Family) . 2
o - Mobile_)|(541) 000:0000 «
" iness = || P—xr b )]
it = [Fax e 0000000

Addressee [Lucy's Animal Sheter
SaveAs | Lucy's Animal Shelter (Small Business)

= (2 Email_ Jucy@ucyanmaisheterinfo

T (@ Wb e snmashetemebate o

Swreet [123 Los Peos View
[Say Foanwagrt
/ { Side Panel Phone [[541) 0000000
State  Oregen (=) 2 [s7702 Mobile [0432423
Country | United States 2
(2. Peter
Tax o
TIN [1211212198 Phone [541) 1112222

Mobile |(541) 111-3333

ocr:sm 1 [Something New
Custom 2 11333333
Notes
leellef accepts cats, dogs, rabbits, birds, and goldfish for adoption and rescue.

Module
Control
Panel

Create New
and Delete
Buttons
oln] e

Main Menu
] Mindcoast Gran
File Edit View Format Tools Window Help

File — Offers Open, Save, Import, Exit and other typltie menu commands
Edit — Delivers all of the standard Edit commands sagbindo, Redo, Cut, Paste, and Search
View — Displays or hides the Side Panel and provide®thion of displaying charts

Format — Allows fonts to be changed by type, style, c@od also changes paragraph styles and
indents.

Tools— Offers the Spell Checker, User Manager, andddptmenu

Window— Serves as another way of navigating between Mgadue. Organizations, Programs,
Grants, etc.)

Help — Provides an option to input or change User N&mneail Address, Login Name, Password,
Outgoing Mail Server, Port, etc.
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Options Menu

Nindeons Grantwoe A &
Options
Please set contact and organization/grantor name formatting options here.
General Gef'-eral L9
Primary User
[ Select
Backup
Current Database W
Financials
Database Version Last Update
Checklist | l
Name Fommatting
Custom Labels Organization/Grantor "Save As” Format
[Organization Name] ([Organization Type]) B
Network Contact "Name” Format
[First Name] [Last Name] E]
Look Up Tables Contact "Addressee” Format
[First Name] [Last Name] [«]
Show: / Hide Tabs | Contact "Save As™ Format
—————————1 |[FirstName] [Last Name] [«]
Grant Writer
Grant Application Template
]Grant Application Default |
Save [ ok ][ camce |

General- Sets the contact and organization/grantor nammadtting options

Backup— Designates the frequency to back up your databas

Financials — Sets the display options for budget and expeassactions

Checklist— Allows you to select the items that are relevantour grant preparation

Custom Labels- Allows customization of over 100 labels in tlgabase by finding the label,
clicking the Text field, and typing the new namEhere are also labels that are unique to your
organization indicated with “orgl”, “org2”, etc.

Tip: The new label names will not take effect until GWdave is restarted.

Network— Establishes your email settings

Look Up Tables- Allows customization of look up tables

Show / Hide Tabs- Allows you to select which Information Tabs tww
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User Manager
The User Manager has three key features that glmwto control access to GrantWave among
users:
1. Users — Allows you to activate and set-up new ugedsalso deactivate existing users
2. Authorization — Establish user access rights t@owsrmodules
3. Unlocking — Allows Administrators to remove exchusilocks from database records

Mindeosst Gramwove &

User and User Authorization Mangement

Unlock records.

Locked Records
Users
SaveAs Table D lg.:é(eed Duration Action —
Authorization | |, FTRSEY CoverLetter [5 9/21/2010.. [50days |
. User, Demo | Contact 543 10/5/2010... | 36 days
Unlocking r 1 T 1 T
User, Demo | Report 33 11/5/2010... | 5 days

User, Demo | BudgetAc... |20 |9/23/2010... |48 days
| User, Demo | BudgetAc... |20 |9/23/2010... |48 days
| User, Demo | BudgetAc... |20 |9/23/2010... |48 days
| - |
20

User, Demo | BudgetAc.. 9/23/2010... | 48 days
User, Demo | BudgetAc... 9/23/2010... | 48 days

A

User. Demo |Contact | 546 [10/5/2010... | 36 days

|User, Demo |Contact | 547 [10/5/2010... | 36 days

User, Demo |Contact | 549 [10/5/2010... | 36 days L

User, Demo |Contact | 550 [10/5/2010... | 36 days

User, Demo |Contact |52 [10/5/2010... | 36 days

|User, Demo |Cortact | 556 [10/5/2010... | 36 days

| User, Demo |Contact | 557 110/5/2010... |36 days Unlock | ~
( oK ] [ cancel |

Quick Select Boxes
Navigate between Organizations, Programs, and &fanh a drop down menu.
Organization: | Lucy's Animal Shelt B &5 Program: Wiggle Waggle Wal E] @ Grant:| Community Outrea E] @
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Using GrantWave for the First Time

Key Buttons

0 ’ CreateNew — Click on the green “+” to create a new OrganigtProgram, Grant,
Contact, Grantor, etc., then add information i field

a I Delete Selected Item(— Click on the red “x” to delete items that aréested, then
select “Yes” on the “Are you sure...?” dialogue box

v Manage — Click on the green check mark to select iteramfone module and then add
them to another. For example, Activities listedyaur Organization module can be
added to your Program module. However, these cateld items are not linked.

Edit — Click on the “Edit” button to make any change®xisting information,
otherwise the fields are locked and will not allgau to make any edits

- Filter — Click on the “No Filter” button to display afiformation or you also have the
xf option to filter by Organization, Program or Grant

Enter Data
Enter basic information about your Organizationai@ors, and Contacts by:

Entering your data manually
Requesting a customized data import

Your information is automatically saved in GrantWaas soon as you leave a field.
Tip: Most Notes and Description fields in GrantWaveiarRich Text Format (RTF) which allows
any text entered to be formatted — font, stylepcadffects. Once in a RTF field, a formatting men

will appear at the top of your screen. You are akowed to copy and paste text into any RTF
field.

Tip: The default font in GrantWave is Times New Ronfant size 12.
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Create New Organization

Click on the Create New button at the bottorhdafe of the screen and then enter information
in the About tab. An Organization must be creddefdre you can add Programs. Additionally,
Programs must be created before you can add Grants.

If your Organization does not have any Programs,ipay substitute this module for Projects for
the Grants to fall under.

Detalils

Logos— May be previewed only in the two logo boxes dadot reflect how your logo will appear
on applications or reports. Supported image fosnratiude:

BMP — Bitmap Image Format

EMF — Enhanced Windows Metafile Image Format
EXIF — Exchangeable Image File

GIF — Graphics Interchange Format

JPEG - Joint Photographic Experts Group

PNG — W3C Portable Network Graphics

TIFF — Tag Image File Format

WMF — Windows Metafile

Management Plan- Stores management narrative and an image fana@ational chart
Polices— Offers storage for an anti-discriminatory polayd custom policy

Statements- Stores Organization History, Mission StatemEotynder and Date Founded, Reason,
and Organization Resume

Add Dates
Click in the Start or End Date field
Type in the Date or use the drop-down calendaelecs a date

10



Add Contacts and Grantors
Contacts are listed alphabetically by the “Save fedtl.

To easily import, export or synchronize Contact¥/anGrantors between GrantWave and Outlook:
Click on File
Select either “Import from Outlook”, “Export to Qobk”, or “Synchronize with Outlook”
from the drop down menu
Contacts may be imported into the following modufésntacts, Grantors, or Organizations
GrantWave defaults to importing all of your congaetto the Contacts module, but you can
exclude a contract from being imported by clickinghe “Import To” field and selecting
“Exclude.”
If a Microsoft Window pops up asking if you woullld to give access to Outlook to another
program, click on Yes.

To add more than one Business Phone Number, Miiteber, Fax Number, Email Address, or
Web Address:
Enter the primary Business phone number in Busifielss

To add a secondary Business phone number, clitkeoBusiness button and the button will
switch to Business 2

Type in your secondary number

Both the primary and secondary numbers are autoaligtsaved and you can switch
between them at any time by clicking the Busineg#ob to Business 2. This same
procedure can be applied to Mobile, Fax, Email, Afeb when you have secondary contact
information.

11



Tip: To switch between the primary and secondary coméormation, click on Phone button
to the right of the phone numbers.

The Grantors module is very similar to the Contaatglule with the only difference being that
Grantors retains information on those organizatibas you have applied for or received grant
funding from, rather than an individual. This al®you to track relationships with your Grantors in
a unigue way and see information at a glance wipieahts you have applied for or received from
that grantor.

Tip: If you choose to delete a Grantor or Contactyfalhe information associated with the
Grantor/Contact will be deleted too from the enGmeantWave database.

Leads

Easily track leads and suggestions from your césitagarding upcoming grant opportunities.
Details of a lead include the following:

Initiator — The person from your organization who will bédeing up on the lead
Contact— The person who provided the suggestion or lead

Grantor — The organization that you or your Initiator via contacting regarding grant funding
opportunities

Tip: When you assign a person as an Initiator or Contais assignment is also saved in the
individual’'s Contact record.

Personnel and Partners

Stores information about everyone involved in yorganization. In order to add people and
partners, they must first be added as contacteilContacts module. There are seven categories
within Personnel and Partners:

Staff — Any individual who is a paid employee

Board — Any individual who serves on your Board @édesignated as a Board Member,
including past and present

Volunteers — Any individual who works for your orgzation without monetary
compensation

Funders — Any individual who is connected with y@rantors

Reviewers — Any individual who is assigned to revgrant inquiries, applications, and
reports

Liaisons — Any individual who connects you with flimg, partnerships, and/or other
resources

Partnerships — Other non-profits or businessednat partnered with your organization to
help achieve organizational goals and/or objectives

Tip: Individuals may be placed into multiple categeiifeneeded.
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Attachments

Store attachments within GrantWave such as newsgaees, press releases, letters, staff or event
photos.

To add an attachment:

Click on the Create New button

Click on the Select button to select the file oaga you wish to attach and click “OK”
You have the option to save the actual file onk to the file by checking the “Store to
Database” checkbox

To open your file, click the Resource link buttardouble click the Resource name

GrantWave will automatically adopt your file nangey@ur Resource Name. If you would like to
change the name, click the Name field and retypendw name.

GrantWave will print your attachments automaticallyen printing a grant application report. To
prevent this from happening, deselect the “Attacstant Application” checkbox.

Checklist

Helps to keep track of a grantor’s requirementdHergrant. There are two custom fields for the
checklist that can be customized to your orgarorégior program’s need.

Tip: To ensure that you have included all required el@sto your grant application, refer to the
checklist before and after you are finished.
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Create budgets for new grants, modify budgets graet is awarded, and track expenditures as
compared to budget to reconcile grants. Also gersruseful financial reports to compare your
financial transactions with the overall grant pdrio prevent you from going over budget, notify
you as to when you may need to accelerate the spemd of funds, or provide early notification as
to whether a no-cost extension for your grant maydeded.

Create Budget for a New Grant Application
Select the Grant that you would like to createrfmals for
Each grant has exactly one account. Select onkeofirst tab, entitled “Accounts”
For each Account, enter Account name and Requastednt
On the second tab, entitled “Categories,” creatmasy Categories as applicable by
providing a name and type (e.g. Payroll, Misceltars)
For each Category, enter Requested amount
On the third tab, entitled “Line Items,” furtherdatk down your Category by inputting Line
Item detail and enter Requested amount

Update Budget with Awarded Grant Information
For a Grant in which you are successfully awardedseme amount as requested, you can
easily move the Requested amounts in your Accdtetiegories, and Line Items by clicking

the “Copy Over” button on each tab
You also have the option to manually enter the Al@dramounts on each tab

Track Grant Expenses
On the fourth tab, entitled “Expenses,” enter esgsras they are incurred with the
appropriate detail
At any time you can check available amounts by AatpCategory and Line Item on their
respective tabs

Use Filter & Revision
This feature allows you to search through yourrfeials by date, type, time period, or revision.

Click on the “Filter & Revision” tab to pull downrgew section

To fix this section onto the screen, click on tReiShpin” in the upper right part of this
section

Use this section to filter your financial detail 8ste, type, time period, or revision

14



Tip: Remember that the modules are write-protectedmdke any edits, click on either the “Edit”

button or “Create New” button

Tip: To provide yourself more room for your finanaiktails, you may hide the Financial Wizard at
any time by checking off the “Hide Financial Wizatmbx in the lower left part of the screen. To
enable the Financial Wizard, on the Main Menu cbck‘Tools”, select “Options,” select
“Financials,” and check the “Show Financial Wizahkix.

Financial Module Tabs

Accounts— For each grant, an account is automatically igged. For each of these accounts, you
may enter financial detail such as the total resptgsawarded and expenses and as result, your
available amount is calculated and tracked.

15



Categories- For each account, there are standard Categaridsas: Salaries, Benefits, Supplies,
Equipment, Rent, and Other Expenses and you maycedaite customize categories to provide a
breakdown of your requested amount.

Line Items— Further detail can be provided for each categargh as the employee names, that are
part of a Salary category.

16



Expenses- Once the grant has been award, expenses caacked against the budget for account
reconciliation.

17



To fully utilize the Grant Writer module, it is iroptant that you have entered all of your
Organization and Program information as you wilpiodling information from these areas to write
your grant. Grant Writer moves through 30 difféeremdows — displayed in the side panel —
containing information from your Organization and@ams that you may want to include in your
grant.

In the Reports module you will have the opportutdtye-order sections and format your

application. You also have the option to expoetapplication to Microsoft Word to make your
final edits.

Use the arrow keys to move forward or backwardughoGrant Writer one
step at a time or use the Side Panel to jump ferdifit sections.

In most Grant Writer windows, you have the oppaitiuto reuse data, moving already entered
information into your grant application:

To move one item over, click on “single blue arrdwitton

To move all items over, click on “double blue arfdwtton

Tip: Grant Writer defaults to showing you all inforn@atifrom your Organization. If you would

like to view items by their associated programgkobn the key icon

18



The Calendar module allows you track key deadlimesgtings, events for your grants and can be
synchronized with Microsoft Outlook.

Based on the key dates already entered within tigarizations, Programs, and Grants modules,
these same dates will be noted on the calendar.

To create a new calendar entry:

Click on the Create New button

Enter Subject and Location for the appointment

Select Start Date and Time and End Date and Tinoheck the box for “All Day Event”
To set a reminder of the appointment, check thefoosReminder” and select a time from
the drop-down Reminder menu

Tip: Calendar entries may be color coded to help azgary Organization, Program, or Grant.
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Report Types
Choose from a comprehensive library of default regpor create customized reports. There are
seven types of reports:

1. Organization Reports— Displays information from your Organizationstthaay be used for
grant applications or status reports

2. Program Reports— Displays information from your Program that nteyused for grant
applications or status reports

3. Grant Reports — Displays information on your Grant that may bedufor status reports

4. Financial Reports— Provide financial data in easy to read reports

5. Contact Reports— Displays information about individuals in youoi@acts module

6. Grantor Reports — Displays information about organizations in y@rantors module

7. Sub-Reports— Allows you to put together various sub-reponmts ia single comprehensive

report

Create a New Report
Creating a new report consists of two parts:

1. Query Design— A graphical query designer assists you in commgogour query and the
qguery viewer shows you data fetched from the datba

2. Layout Design— A graphical layout designer assists you in cosnmpand formatting your
report data on the report canvas

You may make changes to a report and then savel@ria new name by making a copy of a report
first and then making changes to the copied report.

20



Report Designer

The Report Designer window allows you to make cleartg reports, such as altering font type or
color, background color, adding lines or boxesnoring fields and headers around. You may also
delete certain fields and titles that may not beviant to your report.

Export Reports
To export reports:
Double click on the report that you wish to export

Click on the Export Report Document button
From the pop-up window, select the type of filenfiat you wish to export:
Rich Text Format (RTF)
Portable Document Format (PDF)
Hypertext Markup Language (HTML)
Tagged Image Format (TIF)
Microsoft Excel (XLS)
Text (TXT)

Queries
Queries are based on Standard Query Language (8iQth fetches data from the database. SQL
allows parameterized condition statements.

Parameter- By using “@OrganizationID”, “@ProgramID”, or “@®@mtID,” you can substitute
these parameters within your query to allow yomutothe same query for the current Organization,
Program or Grant that is currently active

Result Viewer Allows you to see your data that is fetched loyary

21



APPENDIX

Information Tabs

TAB NAME ORGANIZATIONS PROGRAMS GRANTS
About Organization Narr Program Narr Grant Title
Address Type Type
Director Start and End Dates Status
Primary Contact Program Manager Submission Method
Type Description Grantor
Tax ID Address Grant Writer
Phone Requested Amount
Fax Award Amount
Emalil Due Dates
Web Address Reminders
Activities Activity Name SAME SAME
Description
Custom Acctl
Custom Acct2
Attachments Name SAME SAME
Type
Number
Grant Attached To
Resource
Custom Attachl
Custom Attach2
Notes
Checklist N/A N/A Checklis
Notes
Cover Letter N/A N/A Subjec
Creation Date
Sender
Receiver
Phone Numbers
Granting Organization
Letter
Custom Coverl
Custom Cover2
Details Boilerplate: Boilerplate: Boilerplate:
Logos Logos Logos

Management Plan
Policies
Statements

Management Plan
Policies

Management Plan
Policies
Statements
Outcome

22




TAB NAME
Evaluations

ORGANIZATIONS

Evaluatior
Evaluator
Date

Phone
Description
Custom Evall
Custom Eval2

PROGRAMS
SAME

SAME

GRANTS

Goals

Goa
Description
Custom Goall
Custom Goal2

SAME

SAME

Inquiries

Name

Subject

Status

Creation Date
Submission Date
Sender Receiver
Receiver Organization
Phone Letter

Custom Ingl

Custom Ing2

SAME

SAME

Letters of Support

Name

Supporter
Phone Numbers
Description
Filter Options
Customl
Custom?2

SAME

SAME

Objectives

Objective
Date
Description
Custom Obj1
Custom Ob;j2

SAME

SAME

Personnel &
Partners

Staff

Board
Volunteers
Funders
Reviewers
Liaisons
Partnerships

SAME

SAME

Reports

Name
Description
Preview
Schedule
Custom Repl
Custom Rep2
Notes

SAME

SAME

Target Populations

Name
Description
Custom Tarl
Custom Tar2

SAME

SAME

23




TAB NAME ORGANIZATIONS PROGRAMS GRANTS
Tasks Name SAME SAME
Description
Type of Contact
Contact Date
Reminder Date
Date Completed
Priority
Custom Task1l
Custom Task2
Notes
Timelines N/A N/A Start and End Da
Assigned To
Custom Tim1
Custom Tim2
Notes
Programs & Grants | Name N/A N/A
Type
Start and End Dates
Descriptions
Grant Information
Grants N/A Name N/A
Type
Description
Start and End Dates
Reminders
Programs N/A N/A Name
Type
Description
Start and End Dates
Reminders
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