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through the process of creating an 
organizational profile and registering their interest 
in receiving funding from Global Fund for 
Women.  

Online Applicant’s  
Guide 
Creating an Account and 
Organizational Profile 

Global Fund for Women 



 2

Table of Contents 
Applying for a Grant from the Global Fund for Women ....................................................................................................................... 3 

Navigating to the online application platform .................................................................................................................................................... 4 
Creating an account for your organization ......................................................................................................................................................... 9 
Adding your organization’s contact information .............................................................................................................................................. 16 
Creating an organizational profile ..................................................................................................................................................................... 27 
Helpful Tips ........................................................................................................................................................................................................... 37 

 

 

 

 

 

 

 
  



 3

 
 

 

 

 

Applying for a Grant from the Global Fund for Women 
Follow the instructions below to: 

 navigate to our online applications site 
 create a new account in our system 
 submit your contact information 
 complete an organizational profile.  

 

These steps are required of all groups in order to be considered for our funding opportunities. 
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Navigating to the online application platform 
1. Click “apply for a grant” in the upper right-hand corner of the Global Fund for Women homepage. 
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2. Once you have clicked “apply for a grant,” you will be taken to the page titled “Our Grantmaking.”  

 

 

 

Click on the sub-heading “Application Process.” 
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We encourage you to read through this section thoroughly to further your understanding of our two-step process and the types 
of grants we offer. 
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3. Once you have read through the Application Process section, scroll back to the top of the section and click “online application 
site.” You can also find the link to the online application site here. 
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Creating an account for your organization 
1. To move forward in the application process, new users must create an account. Read the instructions (1), and click “New User? 

Create an Account” (2). Please create only one account. 
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2. Once you have clicked “New User? Create an Account”, you will be taken to a new page that requires you to enter the name 
of your organization and your organization’s email address, which will serve as a username.  

 

As the instructions on this page state, we strongly recommend using an organization email (not a personal one) for this purpose. 
All future correspondence with Global Fund for Women will take place through this email address, and your Organizational 
Profile will be linked to it.   
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3. When you have filled in the fields for Organization Name and Username (Email), click “Set Password” to continue.  
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4. After clicking Set Password, you will see this screen and receive an email with the subject line “Welcome to the Global Fund for 
Women’s online applications site” in the inbox of the email address you provided in the previous step.  
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If you do not see the email in your inbox, it may be in your Spam folder. Click on the link provided in the email to set your password (in 
the purple circle below), or copy and paste the link into your internet browser. 
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5. To set your password, enter 8 characters. At least one character in the password must be a letter and at least one character 
must be a number.  

Example password: fundme17 

 

Once you have entered a strong password in the “New Password” field (1), confirm the new password by entering it again (2), 
and click “Change Password” (3).  
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Your account is now created! You should see this page. 

 

Read the instructions on this page before proceeding to creating your organizational profile. Make sure you have carefully 
reviewed our criteria before you continue. When you have read these instructions, and reviewed the criteria on our website, 
click “Continue.”  
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Adding your organization’s contact information 
1. Answer yes or no to the preliminary questions on the page that appears.  

 

Click “Save Changes,” wait a few seconds until the “Submit” button becomes bright green, then click “Submit” to send us your 
responses. Please note: If we determine that you are not eligible to receive funding from us based on your responses to the 
preliminary questions, you will be directed to a page explaining that you do not meet our criteria. This means that we cannot 
offer funding to your organization at this time. 
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2. The next page you see requests your contact information. You will have access to this section throughout the entire application 
process. If the contact information for your organization changes, please update it in this online form.  

 

Note that you are currently viewing only the Contact Information section. You can either click through each section individually, 
or click “Display ALL sections,” to view all sections on one page. 
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Any field with an asterisk next to it (*) is a required field unless you see this image  when you try to click on a field & you 
cannot type in the field at all. If you do not complete required fields, error messages will appear on each of the unanswered 
questions.  
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If you see error messages, you will be able to move from section to section, but you will not be able to submit your responses. 
Please also complete as many non-required fields as possible. When the form is complete and there are no errors, the word 
“Complete” will appear next to the heading at the top of the page.  
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3. When you have completed all required fields in this section, click “Save Changes” and continue to the next section by clicking, 
“Next section.”   
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4. Fill out your confidentiality preferences. If you prefer that we not share information about your organization with other 
foundations and in publications, select “Our organization would like to stay anonymous.” When you have selected an option, 
click “Save Changes,” wait a few seconds, then click “Next section.”  
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5. Select the language you would like to use to communicate with Global Fund for Women in the future. When you have chosen, 

click “Save Changes,” wait a few seconds, and continue to the next section by clicking “Next section.”  
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6. The next page asks for the contact information of one or two women’s organizations in your country or community that are 

familiar with your work. Provide the organization name, contact name of a person at the organization, and a contact email for 
the organization in the fields provided. This is a required question.  
Note for Recently Established Organizations: If you are part of a recently established organization that does not yet have 
references from other women’s organizations or donors, please send an email to grantsinfo@globalfundforwomen.org. 

 
 

When you have completed these fields, scroll down to question two on this page.  
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7. In question 2, provide contact information for former national or international donors that have funded your work. Please 
provide the donor organization name, the name of a contact at the organization, and an email address for the organization in 
the fields provided. If you have not received funding from other donors in the last three years, you do not need to answer this 
question. Click “Save Changes.” 
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8. Once you have clicked “Save Changes,” your contact information is complete if the top of your screen appears like the image 
below. You should see the word “Complete” in 5 places, and the “Submit/Update” button should be bright green. When you 
are sure all of your information is correct, click “Submit/Update.”  

 

 
If you cannot click “Submit/Update,” you have not filled out the contact information completely. In this case, use the “Previous 
section” button to go back to previous sections (not marked complete) and fill in all required fields.  
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9. When you have successfully submitted your contact information, you will receive the following email.  
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Creating an organizational profile 
Note: Creating an organizational profile with Global Fund for Women is required to register your interest in receiving a grant from us. 
You must complete this step in order to be considered for funding opportunities! Please note that although submitting a profile is the 
first step in applying for funding, it does not guarantee an invitation to submit a grant proposal. 

. 
 

If you are having trouble loading this page or if you would like an offline copy of the Profile questions, please see the Helpful Tips 
section at the end of this guide. 

1. Now that you have submitted your contact information, you will have access to the Organizational Profile form. This page will 
appear when you submit your contact information (see next page).  
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Note that you are currently viewing only the Confidentiality Information section. You can either click through each section 
individually, or click “Display ALL sections,” to view all sections on one page. If you choose to remain in single section view, read 
the confidentiality information and click “Next section.”  
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2. Respond to the questions in the “Organizational Information” section. Any field with an asterisk next to it (*) is a required field 

unless you see this image  when you try to click on a field & you cannot type in the field at all. If you do not complete 
required fields, error messages will appear on each of the unanswered questions. (See the section “Adding your organization’s 
contact information” for more information on error messages.)  

 
When you have answered all of the required questions, click “Save Changes,” at the top or bottom of the page. Click “Next 
section” at the bottom of the page. 
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3. Now, fill in your organization’s goals, priorities, and strategies. Again, be sure to complete all required fields. When you have 

completed all required fields, click “Save Changes,” wait a few seconds, and click “Next section” at the bottom of the page. 
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4. This section lets you give feedback on this application process. This section is optional, but we would love to learn what you think 

about the Profile form and online site! When you have finished, click “Save Changes.” 
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5. You should now see the word “Complete” in 3 places, and the “Submit” button should be bright green. Click “Submit” to submit 

your organizational profile. If you cannot click “Submit,” you have not filled out the profile completely. In this case, use the 
“Previous section” button to go back to previous sections and complete all required fields.  
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6. When you have successfully submitted your profile, you will see the screen below on your web browser (1) and receive an email 

confirming submission (2). 
 

  
 



 34

 
 
 
 
 
 
 
 
 
 



 35

 
 

 

 

 

 

 

 

 

 

 

This screen (see next page) shows you the home page for our online application platform. We created this platform to make it easier 
for applicants to complete the application process by keeping required documents in one place and making forms more accessible. 
You can come back to this page to view forms you have submitted in the past, edit forms that are in progress, and to view letters that 
Global fund for Women has sent to your organization. Once you have created an account, this is the page you will see each time you 
log in. 
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Helpful Tips 
 

When you are working on your profile or any other form, you will see the words print, help and logout in the upper right-hand corner 
(See next page). 

Although our forms must be submitted online, you may save the questions if you would like to work on the profile offline. If you would 
like to work on your profile offline, you can click “Print” and save the form as a PDF. Please make sure you enter and submit the answers 
to the questions in the form online. 

If you need further guidance as you work on any portion of the profile, click “Help” for additional information. You can also logout at 
any time by clicking “Logout.”  

In the upper left-hand corner of the screen, click “Home” at any time to return to the home screen where you can view all of your 
forms.  
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Also, note that once you have submitted a form, you can only view it and will not be able to edit it. This is true for all forms, but not for 
the contact information. You can always edit your contact information by clicking “Edit Contact Information” at the top of the home 
page.  
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Congratulations! You have successfully submitted an Organizational Profile with the Global Fund for Women and registered your 
interest in receiving funding from us in the future. Please remember that submission of a profile does not guarantee that you will receive 
a grant from the Global Fund for Women. You will be invited to submit a proposal if a funding opportunity arises whose priorities align 
with the work of your group.   
 
 
 
  
 

 
Global Fund for Women 
800 Market St., 7th Floor 
San Francisco, CA 94102 

 

 

 

 


