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GENERAL INFORMATION 
Proposals must be submitted through the Foundation’s grant management portal: 
https://giveportal.smapply.io/.  The grant management portal works best using Chrome or Firefox web 
browser. 

 

For questions regarding the Request for Proposals, please email: grantinquiries@steveandalex.org.   

 

 
INSTRUCTIONAL OVERVIEW – READ FIRST 
Submitting an application is a mandatory 4-part process, which is described in detail throughout this 
document and outlined below. Without completing each of these processes, an application may be 
deemed incomplete and may not be considered for review.    

Part 1: Register for an Applicant Account (as an Individual) 

Part 2: Register under an Organization 

Part 3: Complete eligibility questions 

Part 4: Submit an Application 

https://giveportal.smapply.io/
mailto:grantinquiries@steveandalex.org
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REGISTER FOR AN APPLICANT ACCOUNT (AS AN INDIVIDUAL) 
START : Landing page for Grant Management Portal  https://giveportal.smapply.io/  

 

 

 

STEP 1 : Click [REGISTER] at the top right 
 

 

 

  

https://giveportal.smapply.io/
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STEP 2 : Complete the Registration form and click [CREATE ACCOUNT] 
 

 

 
END: Registration as an Individual is complete. To submit a grant application, you MUST register under 
an Organization. 
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REGISTER UNDER AN ORGANIZATION  
All applications must be linked to an Organization using an Employer Identification Number (EIN).  
Therefore, you MUST register yourself under an organization when applying as an individual.   

 NOTE: A single organization (e.g. Columbia University) can have multiple departments or 
investigators submit applications independently.  Each investigator would register under the 
organization independently. If the submissions are separate projects., you do not need to 
coordinate registration with other applicants from the same organization. 

 
START : Registration landing page 

 
STEP 1 : Enter your organization’s Employer Identification Number (EIN) and click on the Blue Check 
mark to populate data from GuideStar  

 IMPORTANT DISCLAIMER: If your Employer Identification Number (EIN) is incorrectly entered 
into the application, an error may occur in our database.  This may have a negative impact on 
the processing of your grant application, so make sure your EIN is properly entered into the 
system. 
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STEP 2 : Complete blank fields and click [CONTINUE] 
 

 

 

STEP 3 : After clicking [CONTINUE], you should see the ‘Welcome!’ message pictured below. Click 
[CONTINUE TO SITE] to begin the application process. 
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STEP 4 : If prompted, confirm your email address. In SurveyMonkey Apply, click [CONFIRM EMAIL 
ADDRESS] then look in your email inbox for an email such as below. 

 

 

 

STEP 5 : Select [CONTINUE] 
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COMPLETE ELIGIBILITY QUESTIONS 
START: Landing page after Registration 

 
STEP 1: Click [VIEW PROGRAMS] 

 

 

STEP 2: Click [CONTINUE FILLING OUT ELIGIBILITY FORM] 
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STEP 3: Complete the Eligibility Quiz and click [SAVE MY PROFILE] 
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SUBMIT AN APPLICATION  
To submit an application, you must complete two (2) tasks:  

1. Abstract   (Steps 1 – 6 below) 

2. Full Application  (Steps 7 – 13 below)   

 
 IMPORTANT DISCLAIMER: An application is NOT complete until submitting both the Abstract 

and Full Application.  To successfully apply for a grant, please carefully follow all directions 
noted below. 

 

START: Program landing page 

 

STEP 1: Click [MORE >] to apply for the “Cohen Lyme and Tickborne Disease Initiative” 

 

 

STEP 2: Click [APPLY] 

 Completing the Application has two (2) parts – the Abstract and the Full Application 
 IMPORTANT DISCLAIMER: An application is NOT complete upon submitting both parts.  To 

successfully apply for a grant, please carefully follow all directions noted below. 
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STEP 3: In the “Your tasks” section, click [ABSTRACT] 

 

 

 

STEP 4a: If you have a GuideStar profile, click [USE GUIDESTAR] 
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STEP 4b: Re-enter your EIN 

 

 

 

STEP 5: After populating fields in the Abstract, click [MARK AS COMPLETE] and then click [REVIEW & 
SUBMIT] on the left side 
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STEP 6: Click [SUBMIT YOUR APPLICATION] at the bottom of the screen 

 

 

IMPORTANT: ALTHOUGH THE PROMPT STATES “APPLICATION SUBMITTED”, 
YOU HAVE ONLY SUBMITTED THE ABSTRACT.  YOU MUST NOW SUBMIT THE 
FULL APPLICATION. 
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STEP 7: Click [GO TO MY APPLICATIONS] 

 

 

STEP 8: Click [START] 
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STEP 9: Click [FULL APPLICATION – RESEARCH GRANTS] 

 

 

STEP 10: Click the ‘ATTACHED APPLICATION TEMPLATE’ link to download the Full Application 
template.   

 Complete the template with all the necessary information for the Foundation’s review. 
 Click [UPLOAD A FILE] to upload your completed template. 
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STEP 10: After populating the remaining fields, click [NEXT]  

 NOTE: Both the Proposed Total Budget and Multi-year Budget need to be equivalent. 

 

 

STEP 11: Click [MARK AS COMPLETE] 

 

 

STEP 12: Click [REVIEW & SUBMIT] on the left side 
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STEP 13: Click [SUBMIT YOUR APPLICATION]  

 NOTE: The Abstract is displayed at the top of the page. If you scroll down the Full Application 
content is visible. 
 

 

 

END: The submission is complete. 
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 NOTE: To confirm that your submission was received,  
 
 Click [Go to My Applications].   

 A completed application will show a gray [VIEW] button only.  Click [VIEW]. 

 

 
 The application only shows “Previous Tasks” and no section for “Your Tasks”.    

 Both the “Abstract” and “Full Application” should have a Green check mark and display 
“Completed on: …” 
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SUBMIT MULTIPLE APPLICATIONS (OPTIONAL) 
START: Return to the “Programs” page 
 

STEP 1: Click [MORE >]  

 

 

STEP 2: Click [APPLY] button on the right 
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ADD MEMBERS TO YOUR TEAM / ORGANIZATION (OPTIONAL) 
STEP 1: Click [Manage Organization] at the top right 

 

 

STEP 2: Click [Members] 

 

STEP 3: Click on [Add member] 

 

 

 

 

 

 

 

STEP 4: Click [Use GuideStar to update profile] – if desired 
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GETTING SUPPORT 
For technical support on the grant management portal, use the Survey Monkey Apply support feature.  
Click on the (i) in the top right corner.  

 

 

 

For questions about the application content, please email grantinquiries@steveandalex.org.   

mailto:grantinquiries@steveandalex.org
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