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Portal User Guide 

Creating an Account 
 
Go to the Grant Application Portal and click CREATE LOGIN ACCOUNT. 
 

 
 
After clicking CREATE LOGIN ACCOUNT, organizations will select the category that describes the organization. 

• If applying as a church without a 501(c)(3) status, they should use the church registration option. 
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The next step is to SEARCH THE IRS DATABASE. If the organization is not listed in the IRS Database, an 
ALTERNATE LINK is provided. 
 

 
 

• The IRS Search allows searching by EIN or a part of the organization name. 
• Matching results will appear and clicking on the organization will add the IRS information into the form. 
• When contact information is complete, click SUBMIT to register as a new user. 
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Confirmation that registration is complete will appear on the screen. 
 

 
 
An email from donotreply@smartsimple.com will provide a link to activate the account and create a password.  
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Part of the enrollment will ask users to accept the privacy policy. Which also includes how to contact us: 
 
RDV Corporation 
200 Monroe Ave NW 
Grand Rapids MI 49505 
Email: Support@dvfoundations.org 
Phone: 616-454-4114 

 
After clicking on “Accept,” you will be taken to the HOME SCREEN 
 

 

User Name 
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Complete the Contact Profile and Organization Profile to Access Applications 
 
Complete the information on the Contact Profile and the Organization Profile. (Note: The organization profile 
has two tabs.)  
 
Contact Profile: 

• The highlighted boxes will be auto-populated.  
• Fill in any additional information and click COMPLETE PROFILE. 

 

 
 
Back on the Home screen, click on “My Organization Profile”. 
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Organization Profile: 
• The highlighted boxes will be auto-populated 
• Fill in any additional information and click SAVE DRAFT 
• Click on ADDITIONAL INFORMATION 

 

 
 
Organization Leader: 

• Start typing in the name of the organization leader. Click on the name when it appears below the search 
box. If no name is found, click on NEW at the top left corner. 
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Organization Leader (cont.): 

• Click on NEW CONTACT 
 

 
 

• Click on NEW ORGANIZATION LEADER 
 

 
 

• Enter required information and any additional information 
 

 
 

• Click on Save and a new modal window will open. 
• Verify information is correct and click on COMPLETE PROFILE 
• The highlighted boxes will be auto-populated 
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Organization Profile (cont.): 
 

• Click on the ADDITIONAL INFORMATION tab 
 

 
 

• Fill out all required information 
• Attached all required documentation 
• Click on COMPLETE PROFILE 
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Once both profiles are complete, access to grant applications will open. The Dashboard area lists any pending 
applications and describes their status. Application statuses include draft, submitted, under review by trustees, 
approved, and declined.  
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Accessing the Applications 
 
Click on AVAILABLE GRANT APPLICATIONS 
 

 
 
On the Funding Opportunities page, you will find all available applications. 

• Each application will have a REFERENCE COPY for you to review. This is a PDF of the full application; 
you can see the required information. 

• When ready to start the application process, click on APPLY 
 

 
 

• A new modal window will open: Edit Application 
• Click on Continue 
 

User Name 

Organization Name 
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• Fill out all required information and attach all required supporting documentation. 
• The highlighted areas are auto-populated 
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• You have the ability to save an application draft and work on it at another time.   
• When all required information has been entered, click on SUBMIT 
• You will receive a message after your application has been successfully submitted.  
• Click on the HOME button 

 

 
 

• On the Home page, you will see your Pending application (or draft, if you click on the Save Draft button) 
• You will also find any other applications that you have submitted previously. 
• Note: these are only the applications submitted by the contact associated with your email address. You 

will not see all the applications tied to the organization. 
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