APPLYING FOR A COLORADO JUDICIAL
GRANT

This document provides step by step examples on how to create an account in AmpliFund and then
complete and submit a grant application. The grant used in these examples is Courthouse Security
but the basic steps apply to all Colorado Judicial grant applications.
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https://www.courts.state.co.us/Administration/Unit.cfm?Unit=facility

NAVIGATING THE AMPLIFUND PORTAL

After clicking the grant application link, the AmpliFund portal will open. From this page you can view the
grant opportunity information. From this page you can also do the following:

Print - Prints the opportunity information shown on the screen.
Help — Opens a page with AmpliFund training resources.

Download - Downloads the entire grant application as a PDF. This is for reference only, please note that
applications must be completed online.

Save — When completing the application, saves progress. Requires user to register or be logged in.

Apply — Opens the grant application. Requires user to register or be logged in.

CREATE/REGISTER YOUR ACCOUNT IN AMPLIFUND

Before you can apply for a Colorado Judicial grant, you need to create an account in AmpliFund.
Click the link to open the application of the grant you would like to apply for.

To create (register) an account to apply for a grant click the Log In button in the upper right section of the
screen.

You only need to register for an account once. Once you are registered, you will use your email address
and password you created during registration to login. You can use the same login to apply to other grants
hosted in AmpliFund.

2023/24 Court Security Cash Fund Grants

Evaluation & Scoring

I Oppertunity Information

The login page will open. To create a new account, click the Register button.
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Login

Email
The Email field is required
show
Password
The Password field is required
(J Remember my email Forgot your password?

A Log inwith S50

On the registration screen, you will be asked for organizational information, your name and contact
information, and be required to create a password.

Fields with an * and a red underline in the example below are required.

If you have already registered, please click here to login. Add no-reply@gotomygrants.com to your email contacts or filters to ensure you receive automated AmpliFund emails.

I User Information

Email Address* [This field is reguired

Role  Administrator

Password* This field is required

Confirm Password*

I Contact Information

First Name*

Middle Name

Last Name*

Address Line 1

Address Line 2

City

State/Province

Postal Code

Phone Number
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I Organization Information

Same as above [J

Organization Name*

Organization Type* | Other v

Email Address*

Website

Address Line 1*

City*

State/Province*

Postal Code*

Phone Number

Click Register.

Register

You will be asked to agree to AmpliFund’s Terms and Conditions. Click the Accept button on the bottom to

continue.

CLICK-TO-PROCEED AGREEMENT
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| Accept | Do Not Accept

2Licensa Tarms

INVITE ADDITIONAL USERS TO COMPLETE THE GRANT APPLICATION

If you prefer to work with a team to complete your application, or if your grant requires specific users

complete certain sections you can invite additional users to your organization.
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Using the Court Security Grant example, the County Representative, the Sheriff, and the Chief Judge must
all review the application and complete their specific approval forms.

To add users you must be an Administrator user. The first user to register in an organization is an
Administrator by default.

INVITE NEW USERS TO COLLABORATE ON AN APPLICATION

These steps are to invite new users to collaborate on application. A new user is someone who does not have an
AmpliFund account. If the individual has collaborated with you on an application in the past or has an account with a
different organization, the system will not allow you to add them as a user a second time. To add an existing user,
follow the instructions in the Invite Existing Users to Collaborate on an Application section below.

Depending on the screen you are starting from, you will either see the Colorado Judicial logo " orthe

AmpliFund logo AmphFund" in the upper left corner of the screen. Click on the logo in the upper left
and then click Users.

AmpliFund™

Applications Account Information

Applications

Click + Add User.

Users

I User Information

<4 Add User

Add the user’s name, email address, and any other contact information you would like to include.
Required fields are marked with an asterisk (*). If this user should be adding additional users to AmpliFund,
set their role to Administrator. Otherwise, the role can be left as Editor.
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New User

I User Information

Email Address* This field is required.

Role* Editor v D

Administrator \

I Contact Information

First Name* This field is required.
Middle Name

Last Name* This field is reguired.

Address Line 1
Address Line 2
City
State/Province
Postal Code

Phone Number

Click Invite.

Invite

Users will receive an email from “AmpliFund Administrator” no-reply@gotomygrants.com inviting them to
join the application. The email subject will be “Your organization name Applicant Portal Login Information”
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AmpliFund =

You have been invited touse.” =, _ . . Applicant Porial to help manage
grant application(s).

Use the link below to join the ) “account:
Set Up Your New Applicant Portal Login

Regards,
Applicant Portal Administrator

INVITE EXISTING USERS TO COLLABORATE ON AN APPLICATION

Once you have started an application, existing users within your organization will be able to access the application to
review it through the applicant portal.

Login to the AmpliFund website gotomygrants.com and select your name in the top right corner. From the
dropdown click Applicant Portal.

Colorado Judicial Department » Ryan Ziehr =

Account Information

Change Password

All
Message Center

rents and Tasks: ‘ Help and Support

Terms and Conditions

Applicant Portal

Logout

In the applicant portal click the link to the unsubmitted application from the list of applications that are
unsubmitted.

Applications

==,

At the top of the page will be multiple circles representing the different steps in the application. Click on the step
you need to review or collaborate on.
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After clicking on the step, you will be presented with one or more forms. You can click on the green link to review or
edit the form.

Forms -

P o0 O0oO®

If the user you want to invite already has an AmpliFund login with another organization, contact your local
grant administrator. They can work with AmpliFund to merge their existing user account into your
organization.

APPLY FOR THE GRANT

When you are ready to apply for the grant, click the Apply button in upper right portion of the screen.

Apply

Login to AmpliFund using the account created in the step above.

FILL OUT THE APPLICATION

To fill out the application, read and reply to each question. Questions with an * are required and must be
filled out. To save your progress, click the Save button. You may logout and come back later to complete
your application (see VIEWING AND RETURNING TO APPLICATIONS).

REVIEW THE OPPORTUNITY DETAILS
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—

I Opportunity Information

te  2023/24 Court Security Cash Fund Grants

ost limited financial resources and for court

1. CRS, et seq. The Commission and

und are intended to p: r suppleme C ding at a faci taining court or probation office. e County governments are

ble for providing secur unty can provide varies throughout the State

Save & Continue

COMPLETE THE PROJECT INFORMATION

Add the Application Name. This is how the application will appear in your saved applications section.

Add the Award Requested. This is the total amount you are requesting.

Project Information

I Application Information

Application Name*
How much are you requesting from the funder?
Award Requested* $0.00

Total Award Budget  $0.00

Add the contact information for your organization’s application contact. The name and email address in
this section defaults to the contact information provided by the user who started the application. This user
will receive an email notification if the application is reopened.
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I Primary Contact Information

Name* |
Email Address*
Address Line 1*
Address Line 2
':ity*
State/Province*
Postal Code*
Phone Number

When finished you have three options:

Save — Saves the information.

This field is r

Thisfieldisr

1
(1]

D
C
1!
Q

This field is r

This field is r

This field is r

This field isr

Mark as Complete — Shows step as complete in the Application Progress bar.

Save & Continue — Saves the information and moves on to the next step.

v Mark as Complete Save & Continue

COMPLETE THE APPLICATION FORMS

Grant applications will have one or more forms. For the Court Security example there are five forms to be

completed.

Forms

D OO oD

Click the name of the form to open and complete.
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Name

Uniform Application

Court Security Application
County's Approval
Sheriff's Approva

Chief Judge's Approval

Complete the questions in the application. Questions with an * are required and must be filled out.

Uniform Application o

10of5

Applicant Information

County Name * This field is required

Person entering this application

Applicant - Name * This field is required
Applicant - Tide * This field is required.
Applicant - Email * This field is required

Who is the person in the county who should login to the SCAQ'’s vendor contracting system, called Forum, to review and approve the contract language?

Contract Approver - Name * This field is required
act Apf Title * This field is required.
Contract Approver - Email * This field is required

When complete click Mark as Complete then Save & Continue. Save & Continue will automatically take
you to the next form. Continue to complete the application forms in the same way.

Court Security Application

20f5

Acknowledgements
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For the Court Security grant in this example, the County’s Approval form must be completed by the County
Representative.

County's Approval Save § Continue

3of5

For the Court Security grant in this example, the Sheriff’s Approval form must be completed by the Sheriff.

. Download 5 Save & Continue
Sheriff's Approval

40f5

+ Mark as Complete Save & Continue

For the Court Security grant in this example, the Chief Judge’s Approval form must be completed by the
Chief Judge.

Chie Jodge's Approva

Sof5

Save & Continue

COMPLETE THE BUDGET

The budget form, like the application, is specific to each grant. Using the Court Security example, the
applicant must specify which category/categories the requested funds will be used for. Note that the total
amounts from the Project Information section are populated as the total.
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Budget

I Budget View Settings

Options

Line ltems

I Proposed Budget

Expense Budget

Category Grant Funded Total Budgeted
+ Personnel $0.00 $0.00
+ Equipment $0.00 $0.00
+ Supplies $0.00 $0.00
+ Contracted Security Services $0.00 $0.00
4 Other $0.00 $0.00

Total Expense Budget Cost $0.00 $0.00

Revenue Budget

Grant Funding

Award Requested $1,000.00 $1,000.00

Subtotal $1,000.00 $1,000.00
Non-Grant Funding

Subtotal $0.00

Total Revenue Budget Cost  ($1,000.00)
Total Overall Budget Cost ($1,000.00)

The Total Overall Budget Cost must be $0.00

Click the + (add icon) for each category to open the form. Complete the form and click Create.

I Budget Item Information

Category Personnel v

Describe how the amount was calculated, including the anticipated annual hours

ltem Type Non-Personnel v
Non-Personnel
Personnel
Name* This field is required.
$0.00 Please enter a value greater than or equal

Direct Cost*

to $0.01
Total Budgeted  $0.00

Narrative

As line items are created, they appear under the budget categories.
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Category Grant Funded Total Budgeted
4+ Personnel $1,000.00 $1,000.00
Temp Staffing P | $1,000.00 $1,000.00

APPLICATION PROGRESS

To track the progress of application completion, review the progress bar at the top of the page.

Sections with a green checkmark have been marked as complete. Sections with a green circle are in
progress. Sections with a white circle have not yet been started.

9909090

Opportunity Evaluation Project Application Budget* Submit
Details & Scoring  Information Forms

You can also use this progress bar to navigate to different sections of the application form by clicking the
sections. If a section has been marked as complete you can go back and edit it if needed.

To view the progress of individual application forms, click the Application Forms section and review the
status of the individual application forms below.

ooo@oo

Opportunity  Evalust roject Application Budget* Subrmit
Dhatails & Scoring formaticrn Forms (5)

Help B Download Save & Continue
Forms -

[P I P P

Save & Continue

VIEWING AND RETURNING TO APPLICATIONS

To view your application or open it to complete the forms click the AmpliFund logo in the upper left corner
of the screen. The page will open to the Applications section.
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AmpliFund~

|App|icat|ons Account Information Users FAQ

Applications

Click the name of the application you want to open or complete.

SUBMITTING YOUR APPLICATION

When your application is complete, submit it to Colorado Judicial by clicking the Submit button. You will
not be able to modify your application responses once the application is submitted.

2023/24 Court Security Cash Fund Grants

99009000

Opportunity Evaluation Project Application Budget* Submit

Dezails & Scoring  Information Forms

You are about to submit your application, Court Security, to Colorado Judicial (Sandbox Environment).
Take the time to review your application by using the timeline above. You can select any section and jump to that page.

When the application is fully complete, please select the "Submit" button. This will submit your final application to the funder.

ADDITIONAL RESOURCES

For questions specific to your application or the grant program, contact the grant administrator for that

grant.

The Colorado Judicial Amplifund Portal contains: AmpliFund user training guides, support contacts for each
grant, links to grant webpages, links to open grant applications.
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