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The Basics  
 
 
 

 
 

When working inside the website, all menu options are 
on the left side of the page.  When you select an item, it 
opens a new page for data submission.  Use ONLY the 
menu on the left to navigate from page to page. 

 
 
 

 

 

The Save button lets you save a work in progress. Use 
this button until the form is ready to submit.  

The Submit button saves any changes you have made 
in the current session and submits the form. Once 
submitted, you cannot make changes.  

The Cancel button cancels all changes made in this 
session and returns to the previous screen.  It is not an 
undo button.  

The Return button will take you back to the previous 
page.  Use this instead of the Back button on your web 
browser. 

 By each form, you will see these icons: . You can print the form to a PDF document by 
clicking the yellow printer icon. You can import the form to an Excel file by clicking the Excel icon. 
 

 Do not use your browser's Back and Forward buttons.  They can lead to your data being 
corrupted. 

 
 Double asterisks denote mandatory fields within a form.   

 
 An icon of a red “X” allows you to delete the piece of information selected. 

 
 When you are finished with a session, don’t forget to Log Out of the system. 

 
 

Menus 

Common Buttons and Miscellaneous Information 
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Log into the site using the link, 
user ID, and password provided 
via e-mail.  The URL is 
https://web.hlunitedway.org  
 
If you forget your password, 
click on the Forgot Password 
button and enter the email 
address related to your account 
– the password will be sent via 
email. 

 

New users are prompted to 
change the password.  Enter the 
password twice. Enter a Hint, if 
desired.  Then click Save. 

Getting Started 
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Click on My Profile in the menu 
to the left.  This will contain 
information from the user’s 
personal account.  Please review 
and make sure the data is correct. 
To change your password, click on 
the icon to the right of the 
password field.  

 

After a successful log-in, a 
Welcome screen with a 
message personalized to the 
organization will appear.  A 
navigation menu is available to 
the left of the screen. 
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In the small grant application there are 
sections for agency-related and 
program-related information. 
 
Please note that if your agency has 
more than one program, you need only 
to submit organization information once 
for the agency. It will automatically be 
included with each program application. 

 

 

 

Funding Applications 

The Funding Applications page 
includes all the application packages 
that are open: large grant & small grant. 
Please select and complete the 
appropriate package for your request.  

The due date indicates the date by 
which the package is due.   

The status will show as outstanding 
until all elements have been completed.  

Users can print the entire package of 
information from this screen by clicking 
the printer icon.   

 

Full Application: Agency Section 
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COMPLETE THIS SECTION FIRST. 

Please review each statement 
carefully and ensure your organization 
is in compliance. 

If you are not able to meet one of 
these factors, STOP and do not 
proceed with the full application.  
Contact Michelle Hargrave at HLUW 
to consult before continuing.  

 

 

 

 

  

Please complete the cover page and 
ensure all contact information is correct.  
The program contact listed is the person 
we will contact with any application 
questions.  

 

 

Standards of Accountability 

Cover Page 
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SUMMARY PAGE:             

 

 

UPLOAD PAGE: 

 

There are two sections where you can 
upload documents – one for agency-
related documents, and one for 
program-related documents. Please refer 
to the document submission checklist 
listed on the summary page and as the 
final element of your program section to 
complete to ensure you have uploaded 
the correct documents.   

To upload a document, Press the Add 
button on the summary page, which will 
take you to an upload page where you 
can upload the document and give it a 
description. 

Please do not click Submit on the main 
summary page until ALL documents in 
that section have been uploaded.   

Uploading Documents 
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The next section of the online 
application is for program-related 
information.   
 
If your agency has two or more 
programs, each has a separate section 
with corresponding forms.  
The program title is listed at the top.  
 
Please double-check to ensure sure you 
submit information for the appropriate 
program. 

 
 
 

 
 

 
 
 
 
This section requests information about 
the applicant organization and program. 
This information is included with each 
program application.  
 
Please note that there are word limits 
for many of the questions.  
 
The questions about number of board 
members, staff, etc., allow only 
numerical answers.  
 
For some questions, you may want to 
refer back to HLUW documents such as 
Community-Wide Goals and the RFP 
documents. You can access these by 
going to the funding page on United 
Way’s website at: 
http://hlunitedway.org/our-partners/be-
a-partner/nonprofits/funding-
opportunties/ .  
 

Full Application: Program Section 

Proposal Narrative: Organization & Program Information 
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List the program funding sources for  
the timeframe of this request in the  
forms. Please note the combined total 
amounts should equate to your entire  
program budget. 
 

   Planned = Planning to submit a  
   request for funding 
 

Pending = Request for funding  
submitted but not awarded 
 

  Committed = Funding awarded 

 
 
 

 

 
 
 

 
   
 
You may provide information for up to 5 
staff members.  
 

 
 
 
Please complete the Logic Model and 
Metrics Form listing 3 activites, 3 
outputs and 3 outcomes from those 
activities. 
 
 

Program Funding Sources 

Program: Key Program Staff 

Program Metrics & Evaluation 
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Client Statistics

There are a total of 18 Client 
Statistics forms across 6 
categories – this is because each 
type of demographic requires a 
different form on the application 
software. The first six forms 
should reflect actual numbers 
from the prior fiscal year. The 
next six forms are estimated 
numbers for the current fiscal 
year and the last 6 forms are 
your projected numbers.   

Please note: All Client Statistics 
forms must equal the total number 
served by the program.  Once you 
have completed the total 
beneficiaries form, every other 
form should equal the total 
beneficiaries form, or users will be 
asked to correct the client 
statistics form(s).  Do not click 
Submit until all forms have been 
completed. 

This rule does not apply to the 
income forms, since you can track 
either by household or individual.
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UW will use this information about your 
program services in United Way’s 
annual fundraising campaign.  

 

 

 

 

 

 

 
 
 
 
As the FINAL Step in the application 
process, please complete the checklist.  This 
is an aid to ensure all elements were 
completed and all documents attached to 
the application.  

Marketing Information 

Completion Checklist 
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Summary Reports allows the user to 
create, print and/or save a complete PDF 
summary of all of the information submitted 
for the agency and program.  The report 
will include all online forms, and will include 
a list of uploaded documents.  

To print a summary, click on the application 
you wish to print and press Submit. Click 
Refresh to check status.  When status is 
Ready, click on the underlined name and a 
PDF document will open. Save a copy of this 
summary to your desktop and/or print. 

Summary reports are routinely deleted from 
the system after 30 days.  Users can 
recreate the summary again if it was 
deleted from My Summary Reports. 
Deleting a summary document does not 
delete the original information in the 
application.  

 

 

Questions or Problems?           

 

Application content and methodology Questions Contact: 

Michelle Hargrave  
mhargrave@hlunitedway.org or 218.726.4771 
 

Technical Questions on the online Platform Contact: 

Elizabeth Mayne  
emayne@Hlunitedway.org or 218.726.4779 

Summary Reports


