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Welcome to GrantForward!
You will go through accommodating guidelines on how to have your members
get the most out of GrantForward. You can also assist them better in the
award-seeking process as well as promote the research activities at your
institution by taking advantage of our administrative features.

In this Administrator Guide, wewill cover:



Deploy GrantForward

To get the most out of GrantForward, you want to make sure people within
your institution know about it. We’ve provided a few ways to help you deploy
GrantForward.

Link to GrantForward from your Grant Office page (and, then, Library Resources page), to
ensure that your members will find GrantForward when they are thinking about and looking
for grants.

Embedding the search widget box in your institution’s website allows your members to
search for grants at GrantForward right from your webpage.

The email template includes summary information about GrantForward, how to log in, and a
Welcome Guide for new users to learn about all the features of GrantForward.

AS/AP service creates accounts and researcher profiles for users and they will receive grant
recommendations tailored to their research interests automatically.

The Single Sign-On service via SAML authentication allows your members to log in to
GrantForward using their institution accounts without having to create separate
usernames/passwords on our site.

For more information and guidance on how to deploy
GrantForward, you can view a step-by-step UseCase for
further clarity on our support page:

Deploy GrantForward

https://www.grantforward.com/support/CaseStudy-A010
https://www.grantforward.com/support/CaseStudy-A002
https://www.grantforward.com/support/Tool-A003
https://www.grantforward.com/support/UseCase-A009


Admin Dashboard

In addition to your personal homepage, you will have an admin homepage
showing the overview of the search usage at your institution and records of
other admin activities. Therefore, you will have an overall look at how active all
users are using GrantForward and take action to increase the utilization of our
system. You can go to the Admin Dashboard page under the Administrator
Console tab.



UserManagement

You can manage your users in three categories including Individual, Unit, and
Group to optimize communications and outreach in research activities and
facilitate the delivery of grants and newsletters through systematic user
management. Go to the User Management page under the Administrator
Console tab.

When choosing the Manage Users tab, you can view all accounts within
your institution and search specific users through available filters such as
name, email, unit, group, user type, or permission. There are three types
of account permission:

● Member permission allows search functionality along with profile
creation and all of the basic features of GrantForward.

● Editor permission allows member status along with the capability
to edit and annotate grants as well as perform grant delivery.

● Administrator permission enables you to have member and editor
statuses with additional abilities on the Admin Console page.



Click on the Create New Users button, set them as Member, Editor, or
Administrator, and select a proper unit or some suitable groups for
them. After creating, these users will be notified of their account
credentials via emails to log in to GrantForward.

You can also restore those members who are removed by mistake. Just
click on the Restore User button and choose a user. The data of those
accounts will remain intact after being restored.



Select Perform Admin Actions in the corresponding row of a user to edit
that user information, change permission, reset the password, or delete a
user who is no longer with your institution.

When clicking on View Details of a user, you will view his/her
information and usage insights on GrantForward.



When choosing the Manage Institution Units tab, you can view the full
hierarchy of all units at your institution. Any administrators are able to
view any levels of the hierarchy as well as make changes to them.

You can add new units or rename (press Enter to save changes), delete,
move, or merge existing units by clicking on a unit’s name. Each member
can benefit from the grants delivered to their units by administrators.



You can assign a mailing list to an individual unit so that when you share
a search template or a newsletter with that unit, all users affiliated with
the mailing list will receive them and be able to access disseminated
grants, even when they are not GrantForward users.

You are also able to manage all the mailing lists created within your
institution such as edit or delete any of them.



When choosing the Manage Custom Groups tab, you will view all
groups created within your institution with their information.

You can create a new group by clicking on the Create New Custom
Group button and then adding any members you want.



When clicking on the Manage Members button, you will be able to add
or remove members in groups. You can also edit that group information
or delete it. These actions can be performed not only with your groups
but also with groups of other administrators.

Your members can also opt to join your public groups on their own to
benefit from any grant information shared with those groups. Their group
information will be displayed in the User Groups tab on their homepage.



ProfileManagement

You can manage all researcher profiles created within your institution, and
view or tailor the grant recommendations of any profiles by going to the
Profile Management page under the Administrator Console tab.

You can quickly search for a specific profile through available filters including
name and email.

Select Perform Admin Actions in the corresponding row of a user to edit the
profile information, view/tailor the profile recommendation, or delete the
profile.

When you click on View Details, it will direct you to the profile detail page of
the user, and you can also edit the profile information directly.



Grant Delivery

You will be able to share search templates or grant lists in specific research
areas with suitable members. Taking advantage of the grant delivery features
will help your faculty save time in seeking matching grants. You can select the
Grant Delivery page under the Administrator Console tab.

After choosing the Curated Search Templates tab, you can click on the
Share a New Search Template button to share the search conditions
with your members to help them find grants right in their personalized
homepages and receive search alerts via emails.

● Choosing From your Saved Searches to create and share a search
template with the conditions from one of your available saved
searches.

● Choosing From New Set of Conditions will direct you to the Search



page and you can set up the conditions for your search template.

After setting up a search with keywords/phrases and additional
filters, there is an Administrator button to help you save that
search as a template. You can also load a search template directly
from the search page using this button.

After creating a search template and adding recipients with email



delivery settings, you can edit search conditions in the Search Condition
tab, add more recipients and change the email delivery frequency in the
Recipients Setup tab, or remove that search template.

Each user who is the targeted recipient of your search templates will be
able to view the grant results with full conditions at the Institutions
Updates tab on his/her homepage or receive email alerts if you set up
email delivery. When viewing a grant, the recipients can send feedback
about this grant delivery by marking it as interested or not interested.



After choosing the Curated Grant Lists tab, you can share a list of
manually selected grants with other members within your institution. You
will need to have available grant lists in advance.

When clicking on the Add More Grants to This List button, you will be
redirected to the Search page and can add desired grants to the list, then
they will be automatically added to the corresponding curated grant lists.
Any grants can also be removed from their list and any lists can be
deleted to stop sharing with the recipients.



You can share a curated grant list with individuals/units/groups within
your institution.

The recipients can view these grants directly at the Institution Updates
tab on their personalized homepages. They can send feedback about a
grant by marking it as interested/not interested on the grant detail page.



Annotation

You will have the ability to create annotations on grant opportunities to make
your members notice the institutional information such as limited submission
instructions or internal deadlines.

When viewing a funding opportunity, there will be an option Annotate
under the title of that grant. Only administrators can see and manipulate
this feature.

By clicking on the Annotate button, there is a pop-up where you can add
additional information, then every user within your institution will be
able to see your annotation when viewing that grant.

● If you enter the Proceeding URL in the annotation record, your
members will see an Internal Submission URL button on the
annotated grant detail page. By clicking on that button, they will be



redirected to the internal page where they can submit the applications
for the internal selection.

● On the Internal Submission page under the Grants tab, institution
members will view all annotated grants. They will be aware of all
limited funding opportunities and be able to select the potentially
eligible grants to submit an application for the internal competition.

Go to the Annotation page under the Administrator Console to view all
annotated opportunities. You can click on a grant and edit its annotation.



To create an institution annotation that appears on every grant browsed
by your institution members, click on the Manage Institution Grant
Notice button. You just need to add information at once, instead of
having to annotate each grant.



Newsletters

The newsletter is a handy tool to distribute grants amongst your institution
members. It allows administrators to easily broadcast news or announcements
by convenient content drafting and flexibly disseminate grant lists to any type
of recipient. You can go to the Newsletters page under the Administrator
Console tab.

A series is a template that helps you quickly create a newsletter with
pre-formatted content and settings, instead of creating a new one with the
same format over and over again. Therefore, it saves your time and effort in
formatting and producing newsletters, so that you can focus on other tasks.

In the Series tab, you will view all the series within your institution. You
have the ability to create a new series or edit, clone, or remove an
existing series.



You can create a new series with the necessary information or clone an
existing one and edit its contents and default recipients.

● You can modify the subject and content of the newsletter template
on your own or choose an available boilerplate. You can also edit
and preview your content at the same time for easier customization.

● The Grant Template can also be customized to appear nicely when
you insert your grant lists into your newsletter. We have provided
some boilerplates, also edit, and preview modes to make it
convenient for you to design the grant template.



● You can set up the default recipients so that these settings will be
maintained when you load this series into a newsletter.



By choosing the Newsletters tab, you can view the newsletters created
within your institution and search specific ones by available filters.

The list of newsletters with their information will be displayed and you
can also perform some actions on each newsletter.



Click on the Create a Newsletter button in the top right corner to start
modifying your newsletter as you wish.

● If there are available newsletter series, you can choose one of them
to load a template with available content and recipient settings into
your newsletter quickly.

● Your grant list can be inserted into your newsletter content to
disseminate to your members. (Remember to build your list of
funding opportunities first)



After completing the content, you can preview it and then save it for
sending later or save and add recipients to send immediately. The
newsletter can be scheduled to be published at a time that is convenient
for you and other recipients.

The newsletter will be sent to recipients’ email addresses and also be
displayed at the Institution Updates tab on the recipients’ homepages.
They can give feedback (useful or not useful) about that newsletter to
administrators.



Internal Grant

You now can create and manage internal grants on GrantForward and then
promote them to institution members.

Go to the Internal Grant page under the Administrator Console tab. You
can search for previously added internal grants through Grant Title,
Submitter, or Submit Date.

Click on Submit New Internal Grant, you need to fill in the information
in four sections listed: Basic Info, Amount, Eligibility, and Submission to
detail the grant.

https://www.grantforward.com/admin/internal_grant


Internal grants are searchable and viewable for only members within your
institution. All internal grants and annotated funding opportunities are
displayed on the Internal Submission page.

● Tip: You can search for all internal grants by entering your
institution’s name in the “Sponsors” filters.

https://www.grantforward.com/internal


Usage Reports

You can generate extensive usage reports of both individuals and institutions
to obtain an in-depth understanding of research activities at your institution.
You can go to the Usage Report page under the Administrator Console tab.

Set the range of dates for the period of activities you wish to see and
click on the Refresh button to generate the report.

After pressing Refresh, your usage report for the selected time frame will
be displayed. The report allows you to view the detailed statistics of your
institution's usage in four main sections: User Interaction Statistic,
Visitors Statistic, Search Statistic, and Grant Delivery Statistic.

● The User Interaction Statistic part will show you the number of
accounts created, profiles built, and those that have
recommendations enabled during your selected time frame.

● In the Visitors Statistic section, you will see the number of people
who access our site and their number of visits.



● You can get search insights on which research areas and sponsors
your members are interested in most, and how active they are
taking advantage of our utilities dedicated to search activities in the
Search Statistic part.

● In the Grant Delivery Statistic section, you will see how the
administrators are assisting members within your institution in the
award-seeking process through the statistics of search templates
and grant list delivery. You can also view the responses from your
members to find the most effective ways to promote your
institution’s usage of GrantForward.



Integration

You can use different ways to encourage your members to use GrantForward
through the integration features supported by us. Just go to the Integration
page under the Administrator Console tab.

By choosing the Search Widgets tab, you can embed the search widget box in
your institution’s website, which allows your members to search for funding
opportunities at GrantForward right from your webpage.

● Customize the look and behavior of the widget by changing the
following parameters.

● Copy the Embedding Code which is auto-generated at the top of the
Integration page (Remember to use the newly generated code snippet
after finishing all the customization!)-- and insert it to your webpage. You
may ask your IT staff to help.



When selecting the Logo and Title tab, you can choose the image of
your institution logo and a short name fitting with displaying conditions.
Then, the logo and the name of your institution will be included along
with GrantForward Logo.

After saving the logo and title, you can view them along with the
GrantForward logo as below:



We currently support the Single Sign-On service via SAML authentication upon
request. It allows your members to log in to GrantForward using their
institution accounts without having to create separate usernames/passwords
on our site. You can request GrantForward to set up this feature for your
institution.



Grant Portals

Administrators now can create web portals of funding opportunities by
embedding grant lists, search templates, and newsletters from GrantForward
to your website. Thus, your faculty members and students can learn about
grants right on your institution's website regardless of whether they have
GrantForward accounts.

Go to the Grant Delivery page under the Administrator Console tab,
and choose Curated Search Templates.

Select the Embed section of the search template that needs embedding.
Then copy the Embedding Code and insert it to your web page. You may
ask your IT staff for help.

The search result will be automatically updated when new matching
grants are added. All the changes you have made to the Curated Search
Template on GrantForward will also be reflected automatically in your
website's embedded content.



Go to the Grant Delivery page under the Administrator Console tab,
and choose Curated Grant Lists.

Select the Embed section of the grant list that needs embedding. Then
copy the Embedding Code and insert it to your web page. You may ask
your IT staff for help. All the changes you have made to the Curated Grant
List on GrantForward will also be reflected in your website's embedded
content automatically.



Go to the Newsletters page under the Administrator Console tab.

● Embed a series of newsletters: On the Series tab, by embedding the
code of a series once, the last issued newsletter in the series will be
displayed by default on your website, while your members can check out
any issued newsletters in the series alternatively.

● Embed an individual newsletter: On the Newsletters tab, click on the
Embed button in the row of an available newsletter and then copy the
embedding code and insert it to your web page. The newsletter will have
to be sent at least once before being embeddable into a website or a
series of content.



Go to the Grant Delivery page under the Administrator Console tab,
and choose Portals.

Choose Create a Portal Snippet button to name your portal.

Under the portal name, click on Show Structure > Add new top
navigation. Fill in the pop-up box to add a grant list/search template to
your portal.



To add more grant lists/search templates to your portals, continue to
Add new top navigation and fill in the pop-up dialogue. You can also
add a sub-tab under the main tab by clicking on the Add new sub
navigation.

Click Save Structure to save all the information you have created. Then
choose Publish, copy the embedding code, and insert it to your web
page.



● Multiple Curated Grant Lists

● Newsletters



Auto Account/Profile Creation Service

Since your faculty and researchers are very busy, we’d like to help them use
GrantForward without much hassle in logistics. With our Auto Sign-up/Auto
Profile Creation service, we can automatically create their accounts and build
their GrantForward Researcher Profiles so that they will start receiving grant
recommendations automatically. They will also have all of the additional
benefits of a Researcher Profile without needing to create one.

There are three modes for AS/AP Creation:

GrantForward will take care of everything from gathering information in the public faculty
directory webpages to converting them into accounts and profiles on our site, totally free of
charge.

You can ask faculty to submit their information, using the online submission form. In this
form, they will tell us their basic info and where we can find their publications to create
accounts and profiles for them. You can use this email template to announce. Free of charge.

You provide us with the information including researcher’s names, publication URLs, and
CVs in a spreadsheet and GrantForward will automatically create profiles for your institution
members, as many as you request and free of charge.

http://service.grantforward.com/request-account-profile
https://www.grantforward.com/support/Tool-A005
https://www.grantforward.com/support/Tool-A011

