Survey Monkey Apply Instructions

This resource will provide links and step by step instructions to help you navigate United Way for
Southeastern Michigan’s grant management portal, Survey Monkey Apply.

To access Survey Monkey Apply, please visit: https://apply.unitedwaysem.org/

Resource ltems:

1.

N U AEWD

Creating an Organizational Account

o Ifyou are new to SMA start here.
Adding Individuals to Your Organizational Account
Resetting Your Password
Starting Your Organization & Financial Information
Locating Your Open Applications & Reports
Navigating Your Application
Creating an Organizational Account via My Setting
Technical Assistance

Creating an Organizational Account
If you are certain that your organization has not been registered in UWSEM’s grant management portal Survey Monkey
Apply, please follow the below steps. If you are uncertain or would like to confirm if our organization has not been
registered in the system, please email sma@unitedwaysem.org to avoid creating a duplicate profile.

1.

Visit the Survey Monkey Apply website: https://apply.unitedwaysem.org/

Select the green, Register button.
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United Way for Southeastern Michigar

We Live United for universal success and prosperity in Southeastern Michigan.

United Way works to create measurable, sustainable change in Southeastern Michigan. To do this, we invest in and collaborate with local
organizations that effectively create opportunities and contribute toward our vision of creating stable households and ensuring children can
thrive.
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2. Make sure to select Register as an Organization. For most of our grants, you must be
registered as an organization to be granted access to the application.

United Way
for Southeastern Michigan

Complete the form and select, Create Account.

£* Apply:

Register for an applicant account

Register with

OR

Register as an individual
© Register as an organization

First name Last name
Email
Password
@
Confirm password
@

8y regjstaring for an account, you agres to our tarms of service and privacy policy.

I'm not a robot

CREATE ACCOUNT

3. At this time, the only required field is the Organization Name and Tax Number. You can select I'll do this later,
however; it is highly suggested that this is completed as part of your registration.

When finished, select Continue.

To apply for programs on behalf of an organization, we need the following information about your organization.

[ Organization name ]

Address (optional)

City (optional) Country (opticnal)
Select a country -
Tax country Tax number
USA - EIN Number -
Organization phone number (optional) Organization email (optional)

Wwebsite (optional)

I'll do this later
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4. A new page will open, select Continue to Site.

% Apply-

Welcaomel!

You have successfully registered for a SurveyMonkey Apply account for
United Way for Southeastern Michigan

We've sent a confirmation link to your email. You won't be able to submit applications
or complete certain tasks until your email address has been verified.

= |

5. The final step of the process is the verify the email address provided.

Select Send Verification Link.

& United Way for Southeastern Mic X 4 () - = X

< C & apply.unitedwaysem.org/prog/ Q % » 2

United Way for Southeastern Michigan ElPages - &Programs M MyApplications @ -~  UWSEM Test Organization Test2 ~

UWSEM Test Organization Test2 ~

Your email address has not been verified!

If you are unable to currently view any new, open, or active grant applications/reporting programs for
your organization:

1) Navigate to the top left of the screen
2) Select the small downward arrow next to your name

3) Click on your organization's name from the drop down menu

Copyrght © SurveyMonkey | Privacy | Terms |
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6. You will receive the referenced email from noreply@mail.smapply.net (it is not uncommon for Way 5
these emails to hide out in the spam/junk folder). b N

Select Confirm Email Address. You will be taken to a webpage with the verified message, select Continue and your
registration will be complete.

Dear UWSEM Test Organization Test 2,

In order to validate your SurveyMonkey Apply account we require
you to verify your email address.

Please click the link below to help us validate that it's really you

and your account should be ready to go. h Apply
Thanks,

The SurveyMonkey Apply Team Th an ksl

Your email address is now verified.

Confirm email address m

Adding Individuals to Your Organizational Account
SMA allows for teams to work on applications, reports, etc. The Organizational Account’s Primary Administrator (1°
Individual to set up account) is the only person that can add additional individuals to the account.

1. From the primary administrator’s homepage, select Manage Organization (top right corner).

Note: Only the primary administrator will have this link and be able to complete this task.

@ United Way for Southeastern M1 X 4
<« C @ apply.unitedwaysem.org/prog/

Test UWSEM Test Applicant ~

United Way for Southeastern Michigan Pages ~ & Programs M My Applications @ ~

Lk Test UWSEM Nonprofit «

If you are unable to currently view any new, open, or active grant applications/reporting programs for

your organization:
1) Navigate to the top left of the screen
2) Select the small downward arrow next to your name

3) Click on your organization's name from the drop down menu

No applications.

httos://apply.unitedwaysem.ora/proa/lst/



2. Select Members. At this point you will be able to see all the individuals connected to your

United
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. . ’ United Way
0 rga nization's account. for Southeastern Michigan
Select Add Member.
& United Way for Southeastern Mi- X + = X
2 C @ apply.unitedwaysem.org/org/m/ QA * » e H

United Way for Southeastern Michigan Elpages + & Programs My Applications @ ~  Test UWSEM Test Applicant ~

L Test UWSEM Nonprofit ~ Manage organization

Manage Organization Profile Teams
Y] = [ Qi
Name Email

Role Teams Last login Signup date Active

Test UWSEM Test Applicant uwsemtestnonprofit@gmail.com Primary administrator Today Feb 252021 v

Page:1 (1-10f1) 25 v &

A new box will pop up. Complete with the name of the individual you intend on link to the account.

Determine the role you would like them to have:

e Primary Administrator: This is the organization member that initially creates the Organization and has full administrative
control over the organization's members and applications. They will be able to transfer ownership of the organization, as
well as edit and remove members of the organization at any time. They will be the primary contact for the organization.

e Non-Administrator Role —These members have similar control over the organization's members and applications as the
Primary Administrator. However, they will only be able to edit and remove non-administrative members, or inactive
Administrators.

e  Administrator Role - These members will be able to edit applications on behalf of the organization but will not have access
to manage the organization's profile and members. They will also not be able to create or submit applications for an
organization.

Make sure to select Notify member by email they have been added, as this lets the individual know they need to
go in and finalize their registration process with SMA.

@ United Way for Southeasten M. X 4

< C @ apply.unitedwaysem org/org/m/ Q¥ » 9 !

pddmembers

First name Last name
Email: (required)

Role:
© Non-administrator
Qrganization administrator

Add to team

[ Notify member by email that they have been added ]
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4. If anindividual is successfully added they will now appear under the organization’s member el JB Michigan
tab.
& United Way for Southeastern Mic X < = o X
€ C & apply.unitedwaysem.org/org/m/# a % » e

United Way for Southeastern Michigan [ pages ~

L Programs

A My Applications

© - Test UWSEM Test Applicant ~

L Test UNSEM Nonprofit

Manage Organization Profile Members

3 E Add member

Name Email Role

E Recovery SMA recoverysma@gmail.com Administrator
Test UWSEM Test Primary

TT A uwsemtestnonprofit@gmail.com

. Applicant Waeitasthanproft@gmallco administrator

Page:1 (1-20f2) 25 ~«

m Apply

(¢]

Teams

Last login

Invited: 3 days

ago

Today

Signup
date

Today

Feb 25
2021

Manage organization

Active

5. The added individual will receive the above message from noreply@smapply.net, by selecting the Join Now

button it will take them to a registration page to complete the process.

United Way for Southeastern Michigan

Dear Recovery SMA,

You have been invited to be an Applicant for the following site,

United Way for Southeastern Michigan.

Please click on the following link to complete the registration

process.
Thank you,

United Way for Southeastern Michigan

Join now



Un\iﬁed
Resetting Your Password ay .

United Way
In the case you have forgotten your password, the below instructions will provide guidance as to how o Seutheastern Michigan

to reset it.

1. Onthe SMA login page, select the Forgot Your Password? Link

¥ oe Apply

Email

Password

@

Forgot your password?

LOG IN

2. A new page will open, input the email associated with your SMA account and select Send Instructions.

on Apply’

Forgot your password?

Enter the email address associated with your account and we will send
you instructions.

Email

SEND INSTRUCTIONS

< BacktoLogln
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3. You will receive an email from noreply@mail.smapply.net with details on how to reset your password, upon
receiving this click the green Reset Password box in the body of the message.

United Way for Southeastern Michigan
Dear Jane Smith,

Someone requested to reset your SurveyMonkey Apply
password. If this was not you, you can safely ignore this email.

Thanks,
The SurveyMonkey Apply Team

You are recenving this email from United Way for Southeastern Michigan - United Way for
Southeaster Michigan.

Unsubscribe | Terms | Privacy

powered by

™ Apply

4. You will be brought to a new page with the opportunity to input a new password. After creating your new
password, select the green Reset Password button. You will then be brought to the login page, where you will

login using the newly set password.

ToeY Apply

Password reset

Flease enter your new password below.

Password

confirm Password
@


mailto:noreply@mail.smapply.net
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from SMA 2) A message on your SMA homepage. b N

5. You will receive 2 methods of confirmation of your password reset: 1) An email notification

United Way for Southeastern Michigan

Dear Jane Smith,

This is canfirmation that your SurveyMonkey Apply account @ Your password has been resst.
password has been updated

If you did not request this change and believe your account has
been compromised, please contact SurveyMonkey Apply support
by clicking this link: https://smapply.zendesk com/hc/en-
us/sections/115000411593-Contact-Us 1) Navigate to the top left of the screen

If you are unable to currently view any new, open, or active grant applications/reporting programs for
your organization:

Thank you, 2) Select the small downward arrow next to your name

The SurveyMonkey Apply Team
Y yApply 3) Click on your organization's name from the drop down menu

No applications.

You are receiving this email from  for Southeastern Michigan - United Way for
s stem =n

Please choose a program from our program listings page to get started

Unsubscribe | Terms | Privacy

€™ Apply

Starting Your Organization & Financial Profile
These instructions are specific to organizations that have not completed an Organizational & Financial Profile in the past.

**|f you have not completed this profile, start here prior to completing a grant application. **

1. After logging into your SMA account, you will see your homepage.
Locate the Programs tab in the header and select.

Note: You will notice that it always reads “No Applications”, even once you open applications. That is because you are
currently looking at it from an individual view. To switch to Organizational View, select the downward arrow next to your
name in the top left corner — select your organization’s name from the provided drop-down menu. A new page will open
featuring open and past program tiles.

@ United Way for Southeastera M X 4 - X

< C & apply.unitedwaysem.org/prog/ ON < ] e :

United Way for Southeastern Michigan Pages ~ & Programs My Applications @ ~ Test UWSEM Test Applicant ~

L} Test UNSEM Nonprofit = Manage organization

If you are unable to currently view any new, open, or active grant applications/reporting programs for
your organization:

1) Navigate to the top left of the screen
2) Select the small downward arrow next to your name

3) Click on your organization's name from the drop down menu

No applications.

hitosy//apply.unitedwaysem.ora/proa/lst/ -
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2. By selecting Programs, it will take you to the page with all of our current open RFP funding
i+ nited
Opportu nities. :)r tS‘i;ull::ae);stern Michigan

If this is your first time in SMA, or you have yet to complete the Organization & Financial Profile —you will select
the green, More button. This is also where you will be able to access your identified grant application.

& Programs - United Way for Sout! X + = a X

< C @ apply.unitedwaysem.org/prog/lst a v »O:

United Way for Southeastern Michigan Brucme = Spropmms Wity Applcations © = Test UWSEM Test Applicant =

& Test UNSEM Nonproht ~

Economic Mobility Microgrants Organization + Financial Information
2021 Basic Needs Grant Program Faith Forward Fund

Educational Wraparound Services 2021-2...

$10,000.00 to $25,000.00 m

3. Details will be provided for the associated program.
Make sure to select Apply. Now, the application has been added to your Organizational Profile.

Note: If you are not able to see or select an Apply button, you may have set up an Organizational Profile completely. Please
see instructions for setting up an Organizational Account via My Settings.

@ Organization + Financial Inform: X = == = X
< C & apply.unitedwaysem.org/prog/organization_financial_info/ Q % » e H
United Way for Southeastern Michigan B Pages ~ & programs M My Applications @ ~  Test UWSEM Test Applicant ~
L) Test UWSEM Nonprofit ~ Manage organization
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Organizations can apply.

Organization + Financial Information

Organizations applying to United Way for Southeastern Michigan grant opportunities ¢
must first complete the Organizational + Financial Information application. This general Apr 15 202112:00 PM (EDT)
application collects information on the organization itself and its financials.

Organizations will also use this application to keep their information updated

5 Apr 15 2025 12:00 AM (EDT)
throughout the year and to submit their audited financial statements according to

United Way audit requirements

Locating Your Open Applications & Reports

For times when you are just logging into SMA, you will see a white box that reads, “No Applications”. Do not panic — you
are currently in individual view and need to navigate to organizational view.
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1. Click the small arrow next to your name in the top, left corner.
A drop box will appear.

Select your Organizations Name (it has a tiny building icon next to it)

for Southeastern M

Nay
Vay

@ Unite

« C @ apply.unitedwaysem.org/prog/ a % O

United Way for Southeastern Michigan El Pages + & Programs M My Applications @ ~  Test UWSEM Test Applicant ~

L Test UWSEM Nonprofit ~ Manage organization

Test UWSEM Test Applicant

Lk Test UWSEM Nonprofit

If you are unable to currently view any new, open, or active grant applications/reporting programs for
your organization:

1) Navigate to the top left of the screen
2) Select the small downward arrow next to your name

3) Click on your organization's name from the drop down menu

No applications.

2. A new page will load, which will include your organization’s applications, reporting programs, etc.

© My Applications - United Way fo X < = X
€ C @ apply.unitedwaysem.org/prog/ QU T » e H
United Way for Southeastern Michigan [EPages - &Programs M MyApplications @ - Test UWSEM Test Applicant ~
) Test UWSEM Nonprofit ~ Manage organization
If you are unable to currently view any new, open, or active grant applications/reporting programs for -

your organization:
1) Navigate to the top left of the screen
2) Select the small downward arrow next to your name

3) Click on your organization's name from the drop down menu

All Applications ~ ﬂ

1678836890

O Test

Deadline:

Navigating Your Application
This section captures the elements of each program application, while some of the individual tasks/questions may differ
based on individual programs the overarching elements and layout will remain the same.

1. After opening a program application/report, the first page presented will provide an outline or face sheet with the
following items:
a. Application Tasks (Green box)
b. Task Status Bar (Blue box)
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c. Team/Team Members Assigned. (Orange Box)

@ Organization + Financial Inform: X~ 4 - g X
< C @ apply.unitedwaysem.org/sub/24165753 Quw *» e i
United Way for Southeastern Michigan Blpages ~  &programs & My Applications @ ~  Test UWSEM Test Applicant ~
£ Test UWSEM Nonprofit = Manage organization

0 0f 2 required tasks complate Organization +§ dinforma... (2 ® pr
1678836890
£ Test UWSEM Nonprof
APPLICATION  ACTIVITY
SUBMIT —
pour tasks
B Instructions >
i Test UWSEM Nonprofit [ Org/Fin: Organization Profile >
2 2019 Audit Upload a >

B 2020 Audit Upload (op >

Add Member or Team

At the bottom of each screen, you will see a Save & Continue Editing button and either a Next or a Mark as
Complete Button.

*While SMA is supposed to save as you go through the application, | advise you to always hit that Save & Continue
Editing button before hitting the green button.

zation + Fi X + = X

€« C @ apply.unitedwaysem.org/tsk/24165753/frm/145960591/e, Q % *» e &

theastern Michigan Brages - Sprogams  WMyApplications @« Test UWSEM Test Applicant ~

First-time applicants

Returning applicants

Note for Organizations Using Fiduciaries

T

Once the task is marked as complete, the grey dashed circle will be replaced with a green/white check mark.

Once all required tasks are completed and show the check marks — the greyed out Submit button will turn green
and be available to select.



United

Note: To edit a previously submitted task, select the ellipses (...) in the top right corner of the Way 5
form you would like to edit. Forms can be edited after saved but the entire application has yet bl I Michigan
to be submitted, however, if once an application is submitted it can not be edited unless

reopened by UWSEM administrators.

@ Instructions: Organization + Fina X + = [x] X

L C @ apply.unitedwaysem.org/tsk/24165753/frm/145960591/ QU % » e g

United Way for Southeastern Michigan B pages + &pPrograms M MyApplications @ ~  Test UNSEM Test Applicant ~

L) Test UWSEM Nonprofit ~ Manage organization
< Back to application — Instructions

Instructions

First-time applicants

1678836890

ID: 16°

° @ Instructions >

_, Org/Fin: Organization

= Profile

task for upload:

— 2019 Audit Upload

a8 3. Click "Submit” on the left hand navigation bar

2020 Audit Upload Returning applicants

RSB

A_Click "Qubmit* an the loft hand navination hac

A half-filled task button (half white/half green) indicated that either portions of this task has yet to be completed
OR the applicant has not selected the Mark as Completed button at the bottom of the form.

As you move through the application, the status bar will populate indicating how far the applicant is in the
process.
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Back to application for Southeastern Michigan

Organization + Financial Information

1678836890 &*

ID: 1678836890

o & Instructions

Org/Fin: Organization
| O B Profile >

2019 Audit Upload
(optional)

2020 Audit Upload
(optional)

1 of 2 required tasks complete

Last edited: Apr 22 2021 06:21 PM (EDT)

T R

5. When all required tasks are completed, the task bar will be filled blue. The Submit button will turn from grey to
green.

After selecting Submit, a pop-up box will appear. You will be able to do a final review (if preferred), as well as
submit the completed application.

Select the green, Submit button.

7943616735

Submit application
O [ Instructions

o E) Org/Fin: Organization
Profile

2019 Audit Upload Please confirm submission of your application.

(optionaly

v

| o 2020 Audit Uplead If you wish to take a look at the application before submitting,
foptonst please Review it.

2 of 2 required tasks complete

Last edited: Apr 23 2021 11:35 AM (EDT)

REVIEW MIT
[ CANCEL REVIEW SUBMIT

Deadline: Apr 15 2025 12:00 AM(ED

6. After you successfully submit your application, a new screen will open indicting the confirmation of receipt.
Now when you look at your organization’s application’s the program tile will indicate that it has been submitted.

Note: Application/Primary Administrators should receive generated emails from SMA indicated that UWSEM has
received your submission — however, sometimes these are delayed or like to hide in the spam/junk folder. As long
as you see the submitted status on your program tile, know your application has been received.
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Application Submitted!

Thank you for submitting your application.

Go to My Applications

View more Programs

o
==

All Applications -

Organization + Financial Information

7943615735

£ UWSEM Test Organization 2
Deadline: Apr 15 2025 12:00 AM (EDT)

° SUBMITTED

VIEW

Submitted on: Apr 23 202112:36 PM (EDT)

Adding Individuals to Your Organizational Account Via My Settings

If you log into your SMA Account and are unable to see a name in the top left corner (beneath the United Way for
Southeastern Michigan header), you are not connected to an organizational account. See the below photo for reference.

United Way for Southeastern Michigan [E Pages ~ ®Programs My Applications @ ~ UWSEM Testing ~

If you are unable to currently view any new, open, or active grant applications/reporting programs for
your organization:

1) Navigate to the top left of the screen
2) Select the small downward arrow next to your name

3) Click on your organization's name from the drop down menu

No applications.

Please choose a program from our program listings page to get started
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1. To set up your organization, navigate to your name (top RIGHT corner) and click. A drop box
will appear — select My Account. b N

United Way for Southeastern Michigan B Pages + & Programs M My Applications @ -~ UWSEM Testing ~

My Account

If you are unable to currently view any new, open, or active grant applications/reporting progr: -°s°ut
your organization:

1) Navigate to the top left of the screen
2) Select the small downward arrow next to your name

3) Click on your organization's name from the drop down menu

No applications.

Please choose a program from our program listings page to get started

2. A new page will open with your individual settings. Scroll to the Set Up Organization button and click the grey button.

Account Settings

By Profle >

Profile Photo

Persanal Info

O neifications

First nome: Lastname.
UWSEM Testng
email

vrsem tasting@gmail com

Preferences

Timszone

(GMT-0500) AmericalNew York -

prafarrad Langusge

Engish (US) -

Change Password

Current pessmard

3. A new page will open, you will need to complete at minimum the Organization Name and Tax Number. Once
complete, selected the green Continue button.

A United Way for Southeastern Michigan 2 UWSEM Testing ~

on behalf of an organization, we need the following infarmation about your organization

Organization name

ity (optional) Country (sptional)
Selecta country -
Tax country Tax number
USA - EIN Number -
Organization phone number (optional Organization omall (optional)
Website (oprionsl)
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4. A new page will open confirming your organization’s registration. Select the green, Continue Way o

. United Way
to S|te bUtton- for Southeastern Michigan

¥ 00 Apply

Welcome!

You have successfully registered for a SurveyMonkey Apply account for
United Way for Southeastern Michigan

5. Now when you are on your homepage, you should see your information in the top RIGHT corner. Select the downward
arrow to open the drop box. To access any open/active grant applications select the downward arrow your organization
next to the small building icon in the drop box.

United Way for Southeastern Michigan Pages ~ & Programs My Applications @ ~ UWSEM Testing ~

L} UWSEM Testing ~ Manage organization
g ge org:

UWSEM Testing

£} UWSEM Testing

If you are unable to currently view any new, open, or active grant applications/reporting programs for
your organization:

1) Navigate to the top left of the screen
2) Select the small downward arrow next to your name

3) Click on your organization's name from the drop down menu

No applications
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Technical Assistance

If you have any additional questions or user experience issues, you can request technical assistance or help in a variety of
ways.

1. You can select the “i” icon, located on the right side of the header. This will produce a drop-down box with the
following options.
a. Questions about a program or information on this site? Contact the site administrator.
i. This generates an email straight the UWSEM site administrator.
b. Need help with using SurveyMonkey Apply? Check out the FAQ.
i. This takes you the SMA help site.
c. Having technical issues with this site? Fill in a support request form.

i.  This will generate a ticket that goes straight to the Survey Monkey Apply developer to assist in
addressing the concern.

& United Way for Southeastern Mic X +

- x
<« C' @ apply.unitedwaysem.org/prog/ QA N * e
United Way for Southeastern Michigan
N Questions about a program or information on this site? =4
Test UWSEM Test Applicant ~ Contact the site administrator
Need help with using SurveyMonkey Apply? 2
Check out the FAQ
Having technical issues with this site? 2

Fillin a support request form
Ifyou are unable to currently view any new, open, or active BIIl dPPULALIVIIS/TSPUT LG PIUBTAITS 1ur

vour organization:

2. Users can also email the UWSEM site administrative inbox directly at SMA@unitedwaysem.org

a. Typical response time is about 24 business hours.



mailto:SMA@unitedwaysem.org

