Zengine Overview Guide

This guide is for new and current Administrators looking to explore the
Zengine platform for everyday use, as well as common practices
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Login

Welcome!

Email

Continue

OR

G Sign in with Google

L

To begin, you will need to login in at
https://platform.zenginehg.com/

Enter your email address
and select Continue to
enter your password -or-
Sign in with Google

Once logged in, you will be directed to the
Zengine Home screen. Select the
workspace you want to access. After
accessing the workspace, you will be taken
to the “Data View”.


https://platform.zenginehq.com/

Forms

We discussed that you can view all your forms in the Data View, but there is another
way to view your forms. To do this, go to the Settings & Tools icon:

M- Marketplace lr Al A Lo 2 S

Settings & Tools

& Form Tools

| | |
Under Workspace Settings, click on Forms and this will bring you to all the forms in the

workspace:

& Settings & Tools

Workspace Settings

- 5 A & 18

My Permissions Members

General Forms
Notifications

Settings dn

Plugin Settings
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Your Forms (Rl izeli i I8 Manags Form Groups

E: Applicant User Email @ n
E_ Application Test ¢ ﬂ
% Profile (Webform) Test i n
% Survey Form “ n
E- Award Details (Test) & ﬂ
% Outcomes Form (Test) 2 ﬂ
E=|  Reviewer List ¢ ﬂ

"
|

Here, you can also do the following:

Manage Form Groups
Create a new form
Edit an existing form
Delete a form

Create a New Form

There are two locations to create a form via the Form Builder. On the Data View by
clicking the plus sign:

“¢ Create a form via the Form Builder

o Create a form by importing data

Or you can also add a form by navigating to Settings & Tools and then Forms:



£ Settings & Tools Forms

“¥ Create a form via the Form Builder

X Create a form by importing data Drag and drop v

=—| Applicant User Email

E— Application Test

o Profile (Webform) Test

There is an option to create a form by importing data. To learn more about this, click
here: Building a Form via Import - Zengine

When using the Form Builder to create a new form, you will first be asked to name your
form:

Creating a Form

Give this form a name that describes your data, like "Contacts” or "Projecis”

Form name

Keep it under 24 characters and make it plural.

Cancel Save

Note: if you need to change the name, you can at a later time!


https://support.zenginehq.com/article/461-building-a-form-via-import

Once you have named your form, you will be redirected to the Form Builder:

Now Editing: Test View A © Need help building your form? «

Fields Settings

Drag and Drop Fields
= Text@ Record Title 7 Edit nput Fields
= Text
[
[==] Text Box
Dropdown
Checkbox

Radio Button

Number

B # ii @ Il

File Upload

g Date

Q State

The Drag and Drop Fields on the right are the fields available to create your form. The

defaulted field Record Title will be the first field in your newly created form. You can
rename it or keep it as is.



Drag-and-Drop Fields

Drag and Drop Fields

Input Fields

= Text

(=] Text Box

— Dropdown
E‘; Checkbox
+= Radio Button

FHF Number

k3 File Upload

The drag and drop fields are easy to use and self-explanatory. To add a field, select the
field type, drag it into your form and drop it where you want within the form.

In our Knowledge Base article, you can find more detail about each field type: Form
Builder Overview: Field Types

Fields can be set as required. Click the gray Edit button next to a certain field, and
select the required checkbox:

Al
(]
1
-
D
)

3

See advanced options

*Please note: There is a limit to the number of fields you can add to the form. To
review the current workspace limits, click here:


https://support.zenginehq.com/article/452-form-builder-overview#new
https://support.zenginehq.com/article/452-form-builder-overview#new

What are the current workspace limits?

Edit a Form

If you need to edit an existing form, you can easily access the Form Builder from the Data view.
Click Form Tools and then select Edit Form:

& Form Tools

Import 5

Export All

Export Current View

You can also access the Form builder if you are within Forms in Settings & Tools by clicking
the gray Edit box next to the form:

Settings & Tools | Forms

r Forms F1Manage Form
=—|  Applicant User Email @ H
L}
Edit Form
j— | ; e
=—|  Application Test z K

Delete a Form

If you ever need to delete a form, you will need to go to Settings & Tools > Forms and click on
the red trash icon.


https://support.zenginehq.com/article/667-workspace-limits

*Please note: You will have to type in the form name in order to delete it. If you
delete the form, you will also delete all data within the form.

Whoa, hold on a second!

Are you sure you want to permenently delete the Survey Form form?

All settings and 17 record(s) in this form will be permanently removed from the
workspace.

Please type the form name to continue:

Form Name

Form Groups

Form Groups are a great way to organize your forms by year, cycle or programs.

S i
Testing123 « =

[] All Forms '>- Applicant User Email Application Test P

All Forms I T n .

Form Groups




To manage your Form Groups, go back to Settings & Tools and then click on “Forms.”
Click on the Manage Form Groups button:

¥ Marketplace /—) v A & © & zengine

Manage Form Groups

U

-

Manage Form Groups
If you are creating a new Form Group, Click on Add Group and this message will

appear:

Form Groups allow you to organize related forms into a single set or group. This helps users easily
focus on specific forms when they have large volumes within their workspace.

You need a name for your Form Group. Give it a name that describes the types or categories of

forms that will belong to this set l}
Form Group name
Please keep it under 24 characters and plural

Cancel RERENE

Name your Form Group and click Save.

You can also make any of your form groups your default group by selecting the % Set
as Default Group:

% Set @Defauit Group

10



Then add the forms you want to include in the Group by selecting the Choose Forms
for this Group button:

+ Choose Forms for this Group ~

Search Forms

(] Applicant User Email
Application Test
Profile (Webform) Test
[J survey Form

[J Award Details (Test)
[J Outcomes Form (Test)
[J Reviewer List

[J Review Feedback

Now you have successfully created a form group.

You can have multiple Form Groups to organize your data as seen below:

& Settings & Tools Form Groups

Your Form Groups JEgaGleReifolbisl [ \View Form List

‘ I % 2020 Forms

‘ 2019 Forms

s

If you need to edit or add additional forms to any of the Form Groups, click on the edit
icon to open the group. Then select or deselect the forms you want to add or remove.

11



ur Form Groups [EEGLEEGIN [ View Form List

r‘:l % 2020 Forms u
Edit Form Group
l‘_\D 2019 Forms ? g

W Current Default Group (clear) Bearch Forms I

20 Applicant Login

2NCnnorec<innalNictricte

Form Groups that you have created will display on the Data View page:

[ 2020 Forms » ) 20

All Forms

Form Groups

200 E

o
LULU FOINmMs

2019 Forms
I

This is very helpful if you have many forms in your workspace and gives you the ability
to quickly navigate to the data you need to see.

Form Settings & Folders

Creating and managing your Folders is essential if you want to organize how your data is
stored, such as Submitted applications are in the Submission folder, Incomplete applications are
in the In Progress folder, etc. Folders are not only used to show status, but are also required to
use certain Plugins properly.

12



Folders are specific to each form. To add or edit your folders, go to the Form Builder and click
the Settings tab.:

Now Editing: Application Test View All Forms

Fields Settings

Presentational Text **General Informati

|

*Please note: There is a limit to the number of folders you can add to each form.
To review the current workspace limits, click here:
What are the current workspace limits?

Under Form Settings - Record Identifier will be displayed in the following places:
Record Overlay

Linked Record Overlay

Data View - Linked Field displays “Record Identifier Label”

This also is shown in the Review Form

oo oo

Additionally, you can manage your folders by scrolling down and clicking on the Manage
Folders button:

13


https://support.zenginehq.com/article/667-workspace-limits

Fields Settings

GEMNERAL FORM SETTINGS

Name

Test Record

Application
|dentifier

Form Purpose (Optional)

FOLDER SETTINGS

Default Folder

Application Test

Name the form so it describes your data, lik

Organization Name

Choose one or two fields you would i

Drafts v

All records created by th

Save all settings

Here is where you can make changes to your folders.

Submission

Drafts

Uncategorized

14
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Cancel

+ Add Folder




You can also update the default folder. When records in the form are created, they are placed
into a default folder to start.

Please Note: The Uncategorized folder will automatically be set as the default folder, this folder
cannot be removed or edited, but you can update the default folder to your choosing.

Fields Settings

GENERAL FORM SETTINGS

MName Application Test
Application Test Record Organization Name
ldentifier

FOLDER SETTINGS

Drafts v

CH—

Submission

Cancel
Uncategorized

In Form Settings, you can update the record identifier for each record:

15



P login & Zengine % Dash

Editing: Application Test

“ields Settings

GENERAL FORM SETTINGS

MName

Application Test Record
Identifier

Form Purpose (Optional)

2 @& platform.zenginehg.co

Organization Name

Legal Name (as designated on IRS Determination Letter)
Executive Director

Federal Tax ID Number

Physical Address

Mailing Address (if different from above)
Phone Number

Fax Number

Website

State your organization's mission
Primary Contact Name

Primary Contact Email

Organization Name

allory #
ng your
r 24 char
hd
b v A

Choose one or two fields you would like to use to identify a Application Test Record throu

s

Sometimes deleting certain forms can negatively affect data in your workspace. If this is a form you don't w

For example, in the image below the Record Identifier has been set to be the “Organization

Name” field.

TEST

I
£%y

General Information

Organization Name

TEST

16



Data View

The Data View is where you can see all the existing data for each of your forms. As
seen in the screenshot below, forms are listed across the top of the data view. Any
additional forms are listed in a dropdown as seen below. This is a quick way to
access/view all the different forms data.

O All Forms » , Applicant User Email Application Test Profile (Webform) Test Survey Form Review Feedback = |+

+Add Review Feedback h 1] =) ‘ | _

Award Details (Test)

. Significance Score Approach Score Outcomes Form (Test)

- Reviewer List

Report Names

2 2 2 2
Monthly Report
1 3 2 2 YRR
Quarterly Report
1 2 4 3 S

Final Reports

Setting up Views

When you are looking at your data, you may want to filter and adjust your columns to
see a particular set of data. You can save the order of the columns, filter, and display
certain data points by setting up what is called a View. Once you have your view set, a
yellow banner will appear indicating that the “View” has changed. You can now “Save
as a New View” or “Save as an Existing View”, which will override the current view.

17



l/]

[y Al Forms« ) Applicant Uset pplication Test Profile (Webform) Test urvey Fo
o

+Add Appllcatlon Test Clear Filters i The view has changed. You may save as n¢

- /m Drag a column header he
.. Legal Name (as designated : .
. on IRS Determination Letter) | EXécutive Director

This is particularly helpful if you...
e Have a specific data set you need to collect for a report.
e Would like to manage several different data sets or “Views”, for reporting.
o For example, filtering for only submitted applications, awarded
constituents, or applications in review.

You can manage your different Views by selecting the dropdown in Views menu and
click on Manage Views:

View: Submitted E :

Submitted

utr

Manage Views«

You can edit a current view, delete or mark a view as default.

Submitted

Created by: You | % Setas Defau\@\ew

Close

*Please note that data views are shared with all workspace members. To
review the current view limits, click here: \What are the current workspace limits?

18


https://support.zenginehq.com/article/667-workspace-limits

Inviting Members to the Workspace

You can invite your additional team members to your workspace. To get started, go to Settings
& Tools and click on Members:

B Marketplace

A & 13

My Permissions Members
ifications
b

Click on the Invite Members button:

£ Settings & Tools Workspace Members

+ Invite Members

2 Invite New Members to this Workspace .
P You will then enter your

Email y .
Enter an email address for each person you would like to invite to this workspace team member S emall
# address, a message
(optional) and the role
Message they will need to have in
If you'd like, you can add a personal message to your invitation
7 the workspace:

Pick the Role for the Person(s) being Invited

Lastly, click Send Invite

You can choose from a variety of standard roles for invitees that give them different permissions to view, edit,

or delete workspace data. Once members accept your invitation, you can customize their roles. tO Send the |nV|tat|0n tO

Choose one... ¥
===

Choose one .

Administrator

Full Member :
Cancel Send Invite

Editor



your team members inbox.

You can learn more about each role available to your team members here: Standard Roles

The new Member will then receive an email. They will need to accept the invitation and create
an account to gain access to the workspace. If the user does not receive the email, please
check the email address you invited or suggest they check their spam folder.

If you would like to learn more about the Custom roles, you can read about it here: Custom
Roles

Auto Email

In Zengine there are two email tools. The first is Auto Email. Auto Email will automatically send
emails to your constituents based upon folder movements. To view and set up Auto Emails, go
to Settings & Tools and click on the Auto Email plugin:

20


https://support.zenginehq.com/article/433-standard-roles
https://support.zenginehq.com/article/434-custom-roles
https://support.zenginehq.com/article/434-custom-roles

- B A &
General Forms My Permissions
Settings Notifications

Plugin Settings

P @ o k

Application Auto Email Bulk Email Program Mgr
Forms & &

Assignments
<
L

Submission Web Forms
Portal

To get started, click on the Add Email button:

# Settings & Tools Auto Email

Auto Email

~
This plugin allows you to set up a number of emails for your forms.

It is designed to allow you to send a confirmation email to a recipient when their application is received.
You may add multiple emails - one for each folder and form in your workspace.

The email that you create will be sent to the recipient whenever the record is moved to the folder that you choose.

TITLE FORM FOLDER EMAIL SUBJECT STATUS ACTIONS

Then fill in the settings to create the Auto Email. To learn more about each of these settings,
take a look at our Knowledge Base article: Auto Email

21


https://support.zenginehq.com/article/579-automated-email

Form Settings

Title = Thank you for submitting!

Recipients Form Application Test v

Email Field Applicant User Email Test - from related form Applicant User Email v+

Trigger Folder Submission v
Activation

Email Settings
FromName | My Company's Name

ReplyTo | thankyou@forapplying.com

Subject | Thank you for submitting!

Copy to Recipients == Add CC% + Add BCC  Enter a comma separated list of emails

Email Body Insertvalues from your forms
+ This Form

+ Parent Forms

You can then create the body of your email:

Copy to Recipients 4 Add CC + Add BCC  Enter a comma separated list of emails

Email Body Insert values from your forms
) field1111202
= This Form

Total Funds Raised T List other funders f
What School Dropdown

= Parent Forms

Applicant User Email Record ID Applicant User Email
Formats « Verdana v 8pt vy B I A~-BE=E=EE i EEE —+//HEH
brel 2y

Dear {{field1111202}}

Type here your message you would like to say, such as "Thanks for applying! We will review your application and be in touch soon!"

=

As you can see in the image above, you can open the This Form section or the Parent Form
section and select specific fields from your forms to make the email personalized. For example,
you can include the name of the email recipient.

Once complete, remember to hit Save and Activate Email:

22



£ Settings & Tools Auto Ema

Edit Auto Email % Close

Form Settings

Title | Thank you for submitting!

Recipients Form
Email Field Applicant User Email Test - from related form Applicant User Email

Trigger Folder

PYGVE Il Activate Email
Email Settings

FromName | My Company's Name

Here are a couple examples of Auto Emails:

e Thank you for Submitting, cc an admin if you want to get notified of a new submission.

e You have been Awarded!

Bulk Email

The second email tool in Zengine is Bulk Email. The Bulk Email also has two steps of
configuration. For the first, you will go to Settings & Tools and select Bulk Email under Plugin

Settings:

TN IO T T T

Sy

Plugin Settings

b @ & == »

Application Auto Email Bulk Email Program Mgr Record Label

Forms I &
Assignments

T 2N

And enter in the two fields here to establish some defaults. You will not need to do this step
again.

23



£ Settings & Tools Bulk Email

Email Settings

Defaults

From Name Company

Reply to email@email.com

Make sure to Save. Then go to the Bulk Email icon in the navigation bar.

Here you will see the emails that have been Sent, currently in Drafts and emails that are
Scheduled to be sent by clicking on each tab. To create a new email, click on the New Email
button on the right:

Bulk Email m

Sent (0) Drafts (0) Scheduled (0)

You don't have any sent emails

() Let's create some new emails to send!

24



The settings for Auto Email are set up very similar to the Bulk Email plugin. To learn more
about each of these settings, take a look at our Knowledge Base article:Bulk Email.

wWho should receive this email?
Recipients Form Application Test ¥ | Thisis
Email Field Applicant User Email: Applicant Us ¥ | This is the field you're using for the ema

Y Filter Recipients

From Name Company
Reply To email@email com
Send To 2 ents @
CC Field + e ecipie
BCC Field + e BCC recipie
Subject Please complete your application before the Deadline! +Insert Field +
Body Formats~ B [ A~ A~ = E = =

+ Insert Field +

You can also Filter if you need to send the email to a group of Recipients. For example,

if you need to send a reminder email to recipients who have still not submitted, your
filter would look like this:

All » of the criteria below @

Field: Condition: Value:

Folder o s v v O
Submission
Uncategorized

Once you have completed all the fields and the body of the email, you can either
Schedule Email to be sent at a later date or Send Now:

25


https://support.zenginehq.com/article/509-bulk-email-plugin

® Schedule Email
[

To schedule your email, you need to fill in the date and time you want the email to be
sent. Note: all dates and times are currently in ET:

Schedule Email

Scheduled emails are sent within a 2-hour window starting at the date + time set below. Depending on the volume of
emails being sent, their delivery will occur at some point within that window. When would you like to send this email?

~ ~
07/01/2020 = "o Bs A0
v v

All times are in Eastern Time (ET)

Once you have set a date and time, your email will appear in the Scheduled tab until the date specified arrives. It will then
move to the Sent tab while the emails are being transmitted. This scheduled email will not be sent if the filter results exceed
25,000 emails. Are you sure you want to continue?

Save + Continue Cancel

Select Save & Continue and you are all set!

26



Submission Portal

The Submission Portal allows you to collect data from your constituents. You can collect data
in several stages, as well as blind letters of recommendations. Your constituents will access the
Submission Portal via a url.

In order to set up a Submission Portal, you will need to make sure you have these 3 forms in
your workspace:

A User Form: The User Form has one Text Field with an email validation.

This form will collect & store the email address of the constituent, allowing them to login.

A Profile Form: This form collects & stores basic information such as, Name, Address, Phone.
e The Profile Form will need to be linked to the User Form. You can do this by using a

Linked Form field in the Form Builder when you are creating your Profile form. In the
Linked Form dropdown, select your User Form.

L3 File Upload

o Country
i Year
¢ Linked Fc-rm%b '

1 Members ‘ Drag and drop this field on to the form to add it

27



»w Editing: Profile (Webform) Test

View All Forms View Profile

Fields Settings

[(E] TextBox Required

& Linked Form Linked User Form

Linked record fields allow a user to select a record from a differen

Linked Form
Applicant User Email
Form from wh :’I:i"u--:: data is included

L Show related fields from this Linked Form
A max of 10 fields can be chosen. Fields cho

aizp

A Primary Form: This is the main form you wish the constituent to fill out.

28



e This form will need to be Linked to the “Profile Form” using a linked form filed in the
Form Builder. Select the Profile Form from the Linked Form dropdown.

Now Editing: Application Test View All Forms View Application Test Data © Need help building your form?

Fields Settings

gﬁ Date Submission Date

@ Llinked Form Linked Profile Form

Linked record fields allow a user to select a record from a different form.

Please choose a form that your field should belong to:

Profile (Webform) Test v

Form from which linked data is included. @

-

# Edit

Note: You can only link each form together once. Learn more about linked forms.

(] Show related fields from this Linked Form

Once these three forms have been created and linked properly, you can begin creating your
Submission Portal!

To start, we will go to Settings & Tools:

B Marketplace

Settings & Tools

Locate the Submission Portal Plugin:

29



Plugin Settings

e @

Application Auto Email
Forms
i n
Submission Web Forms
Portal
d

Create Submission Portal

A & © £ zengine

+ Createi,ubmissi{}n Portal

30
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Click on the “+Create Submission Portal” button. You will then need to select the User Form
and the Email Field. The email field will automatically populate. If it does not, select the email
field from the dropdown.



Note: If your email field is not showing in the list, return back to the User Form you created a
few steps back and confirm you added the email field on the form.

Step 1: Who will be using this submission portal?

A submission portal is a place where users can submit applications, view and manage related data, To get started, configure the
settings to begin building your portal. Once chosen and saved, these settings cannot be changed. Your choice will not be saved if
you cancel this initial setup

Pick a Uzer Form | ) i |

Applicant User Email

Application Test
Pic 5 el i ¥
ik & User Email Fleld Profile (Webform) Test

N y it be a tewt field that has ema
Reviewer List

Step 1: Who will be using this submission portal?

A submission portal is a place where users can submit applications, view and manage related data. To get started, configure the
settings to begin building your portal. Once chosen and saved, these settings cannot be changed. Your choice will not be saved if
you cancel this initial setup.

Pick a User Form A 5t

\pplicant User Email -

The form that holds the poreal user |\'-el:'l aata

Pick a User Email Field Appiicant Liser Emal Test ¥
The field that contains the user's email address. This must be a text field that has email
validation

Next you will select the Profile and Primary forms:

31



Step 2: Where will the portal data come from and how will it be used?

submission portal is a place where users can submit applications, view and manage related data. To get started, configu
ittings to begin building your portal. Once chosen and saved, these settings cannot be changed. Your choice will not be s,
you cancel this initial setup.

Pick a Profile Form Profile (Webform) Test -

The form that holds the portal user profile data. This form must be linked to the us

Pick a Primary Form |

Application Test Wi

Award Details (Test)

i v
Draft Folder for the Primary Form Cacorrs Fort [Tast

Review Feedback

Pick a Submitted Folder for the Primary Form Choose one v

The folder where the Primary Form goes when completed and submitted

The “Draft Folder for the Primary Form” will automatically populate to the default folder set in
your primary form’s settings. This folder will indicate which applications are still In Progress.
Then select your Submitted folder for the Primary Form and click Save Settings to continue. If
you forgot to add folders to your Primary Form, please refer to this article: Form Settings &
Folders.

32



The form that holds the portal user profile data. This form must be linked to the user

Pick a Primary Form Application Test =

The form that holds the primary data used in the portal submissions.

Draft Folder for the Primary Form Drafts v

The folder where the Primary Form is initially stored.

Pick a Submitted Folder for the Primary Form Choose one.

Choose one

Uncategorized

Cancel

Portal Settings

After you have your User Form, Profile Form and Primary Form configured, you will land on the
Submission Portal Settings page.

Submission Portal: 2wwo16bo4xj  # Portal Settings view All Submission Portals Test Submission |

Homepage
Profile
Submissions

First Stage

(€3

Application Test
Completed Process

Let's Start Building Your Portal!

Requests Configure the portal's Homepage. Go to the Homepage under Portal Sections in the left rail to get started.

Building Tip: Throughout these configurations you will see the @ icon next to certain sections. Hovering over the icon will show you exactly

Reports where in the portal this section exists, to make building easier. Learn more about Submission Portals.

At the top of the page, you will see this text: :

Submission Portgl: 2wwo16bo4xj | & Portal Settings View All Submission Portals

L

This text is the default slug of the URL for your Submission Portal. This is configurable and can
be changed by selecting the Portal Settings button to the right:
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DIMISSION FOrTas ZWWo 1oD0ax) Q =OrTE ﬁl[“"l‘. I EW A JOTTVESION FOrLas

Romepage
General Settings Isers Style
Praf|le
LLImISSHD
’ Glve your submission p wrral & unigue URL, Access the URL |.I-|:Fr'|||'|‘.;,||'r'ﬂ browser tab, or .-;.}.'rr---,ll-'_ or il
ApPAICatar L https:/iwebportalapp.comisp/  Zeweneds - @
nppleted Proce =

For example, here’s an updated URL below...

our submission portal a unique URL. Access the URL by opening a new browser tab, or copy the URL or iframe

URL  https://webportalapp.com/sp/ | Bz e T w @
The unique public URL f s submission portal. You may only use lowercase letters, numbers, dashes and

Now the URL has been changed!

+ Submission Portal saved,

Submission Portal: 2020 new_application o ®ons Sen view All Submissiog

General Settings lsErs Style

Fjche URL orifrar

Give your submissi

Ap) 3 1 1 hps:fwebportalapp.comdspd # i « &

Email Display Name Web Partal App

You can change this name to somethi Ng that Is more recog

[z}

Please Note: if you would like to set
up an opening date for your
Submission Portal, this setting is

Provide a start date for the submission portal. Applicants will see a message .
also on this screen.

to access any part of the application.

Resalstart Date ‘!'gortaldoes not need a start date In order to add a Portal Start Date,
uncheck “Portal does not need a
start date” and adjust for the date
that you would like your portal to
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open. You can also update the language that will show to constituents if they attempt to access
the portal before the indicated Start Date. Remember to Save all settings.

Provide a start date for the submission portal. Applicants will see a message with the dates of the applicati
to access any part of the application.

Portal Start Date [ portal does not need a start date
A A
05/23/2020 E o1 - 15 PM
ETI‘—H this sta e v v
ClosedPortalText |Fomatsy | B 7 | A vl ~ E E E E £ £ E E — | &

Thank you for your interest.

Sign up will open on {{startDate}} at {{startTime}} Eastern Time.

*Please note that all times are Eastern Standard Time

Next, click on the Users tab in the Portal Settings section:

PORTAL SETTINGS

General Settings Users Style
L

This tab describes the logged-in user information and allows for descriptive text to be displayed on the login screen.

Jser Form P A . 3 5 a 2
Leerkam The user form chosen for this is Applicant User Email. This form is where user informati
Hnaifield The email field chosen for this is AJJplicant User Email Test. This field contains the email

used as the login to the portal, and was captured when you created this Portal.

Password

Users create a password upon signing up.

Login Text Formats.= B /7 A -~ A ~
gin 1e — T .

]
Il
Il
1]
iii
1]
il
il
|
S

Sign In/Sign Up Instructions

For New Users:

By clicking Sign Up, you will be prompted to enter your email address and create a password. Once you
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You can update the Login Text here. If you hover over the eye icon, it will display where in the
Portal a section exists:

'scribes the logg

User Form
Sign In
Emall Field =
Password
Login Text

General Settings ~ Users = Style

§ Under the Style tab, you
can upload your logo
i and change the
Header Image & Choose File . .
The branding image that is displayed on the header of the portal. Supported file types: JPG, PNG, GIF. Recommends SmeISSIOn Card COlOFS .

1280px by 228px

Brand your portal header by adding an image or logo to the header.

Portal Background Color (@ Make portal background color white.

Submission Card Colors

Action Required / Report Available External / Inactive Stage

coior [ #007ace color [ o727

tover color [l #00s5=2 Hover color [ #4a5350
Text Color I:l Eaiiiii Text Color l:l HITHHE
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Submission Portal: 2020_new_application

Portal Secticns
Homepage

Y

Profile
Submissions
First Stage
Application Test

Completed Process

Requests

Reports

f# Portal Settings

Once all Portal
Settings have been
configured, you can
start customizing each
Portal Section. Start by
clicking on any of the
Stages or Steps under
Portal Sections to the
left.

The Homepe
complete in

Profile

You can change the name of these Stages and Steps by clicking on the text :

Homepage @

The Homepage is the foundation of sections that make v
complete in stages (for example, an application). Learn r

Profile

Section Header  Add a description to the Profile se
@

Formats~ B 7 A -~ A ~

Please click "+Create a Profile to Ge
your Profile by clicking "View".

You cannot move forward until you ha 37

HOMEPAGE SETTINGS

2020|Portal =

The Homepage is the foundation of sections that make up the pc
complete in stages (for example, an application). Learn more abao

Profile

n
0
s
®

ection Header  Add a description to the Profile section he:
@

Formats+ B 7 A +~ Bl ~

Please click "+Create a Profile to Get Started
your Profile by clicking "View".

You cannot move forward until you have comple



Application Test @

Step Description Form Pages Detgjls

Application Test

DEFAULT ORDER + DEFAULT SHOW b FIELDS

When you get to a Stage that has the Details tab, you can customize the Details of the form
displayed. As seen in the image above, for this example: this form is the Profile form.

Stages & Steps

2020 Portal Submissions Section
Profile
Sme,i@ions Configure the submissions section of your home  \\hen you come to the
First Stage
Application Test SutT:j:_;szsggf Fomats~ B 7 Submission section, you will
Completed Process @

The newest steps will z see hOW the WOFkﬂOW fU nCtIOﬂS
When you have comple for eaCh Stage

green, which indicates

Requests

Reports
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AU GUUEU (U yUUT SUDTTISSIUN = WITICIT dllas StErUig aniu (isiiig  Stages Wit yuul SUDTTISSIul (Stages die giuups Ul steps Uit
establish a workflow that users follow; steps are the actions that users must complete and submit.) These stages need to be configured

before you can use your portal. Learn more about Stages.

Start

At the beginning of the workflow, First Stage
will be in Folder: Drafts

v
B4 Deadline: No Deadline & Coﬂﬁgure Stage

Es First Stage
+
Submitted First Stage automatically moved
to Folder: Submission
R
v
S RO | N Iy =

If you have a process that involves more than one stage, you can Add a Stage here:

At the beginning of the workflow, First Stage
will be in Folder: Drafts

B Deadline: No Deadline

@ Add a Stage

Submitted First Stage automatically moved
to Folder: Submission =

First Stage

# Col

Typically each stage has a Step. You can add more steps by clicking on the Stage you want the

Step to be added to:

Portal

rofile
ubmissions
First Stage
Application Test

Completed Process

equests

First Stage @

General Settings Steps

Add Steps to create your workflow. Steps are the actions that need to be completed within the Stage. The portal has a total limit of 20

Steps across all Stages, and 7 Steps per Stage. Learn more about Steps.

© Step Application Test

39

# Configure Step



seneral Settings | Steps

Add Steps to create your workflow. Steps are the actions that need to be completed within the Stage. The portal has a total limit of 20
Steps across all Stages, and 7 Steps per Stage. Learn more about Steps.

@ Ste Application Test % Configure Step

+ A%}D STEP

Save all settings

If you're thinking about adding Stages and Steps, check out our Knowledge base for more
information: Stages and Steps

Show/Hide Details

There is often the need to hide certain fields from your constituents (internal fields, etc)... This is
possible by clicking on a Step in your Portal Sections, and selecting the Details tab. Here, you
can change the Default Show dropdown to Custom Show:
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Application Test @

Step Description Form Pages Details

Application Test

DEFAULT ORDER « [DEFAULT SHOW v] FIELDS

DEFAULT SHOW

" u m **General Information®**

% # Input + View Record ID-DO NOT DELETE

This will allow you to customize the “Show” for each field on your form. There are three options
available to you on most fields:
1. Hide: This will hide a field from your constituents in the Submission Portal.
2. Input & View: This allows your constituents to enter data into a field in the Submission
Portal
3. View Only: This allows your constituents to view data within a field, but not interact with
it.

41



General Settings Details

Profile (Webform) Test

+ @ \iewOnly ¥ **General Information’

+ # Input + View ¥ Organization Name

Legal Name (as designa

o & [nput +View on IRS Determination
Letter)
iew Only
" & Input + View ¥ Executive Director
+ & Input + View ¥ IRS 501 ( ¢ ) (3) Nonprof

*Please note, any field that is marked *Required, you CANNOT Hide. You will first need to go
back to the Form Settings and uncheck the Required box. Then, come back to this page to
select Hide in order to hide the field.

Once you have customized the fields, remember to Save to keep the changes!
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Requests

mission Portal: 2020 new application & Portal Settings View All Submission Portals
1020 Portal Requests
Profile
Submissions Create Requests which can be added to your submission stages as request steps. You ce
First Stage request step for each Request. Learn more about Requests.

Application Test

Completed Process <+ ADD REQUEST

Requ@sts

The Requests feature is a great tool if you need your constituents to have a collaborator submit
data on their behalf. For example, letters of recommendation, transcripts, etc. You can learn
more about Requests here: Requests

Reports

Whether you have a one-time post-award report or need to collect the same information
monthly, quarterly, or annually, the reports feature in the submission portal will allow you to
define unique reporting schedules and deadlines.

2020 Portal Repor s
Profile
Submissions Reports Cycles represent groups of reports that are available during specified submission stages. You can create 10 Report C
First Stage Report Cycle can have 20 Reports. You can use a total of 5 different forms for Reporting. Learn more about Reporting
Application Test Report Names Form Choose form =

Completed Process

Requests

Re %)rts

Learn more about the Reports section here: Progress Reporting

Once everything is configured to meet your process needs, your Submission Portal is ready to
go!
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Testing out the Submission Portal

You can test your submission portal at anytime. To test, you can access the portal in the
following ways.

Please Note: We highly recommend testing the submission portal prior to collecting data from
your constituents.

Users Style

»ortal a unique URL. Access the URL by opening a the URL or iframe code.

il https://webportalapp.com/sp/ 2020_new_application Bl 2 | | o

The unique public URL for this submission porta DU may only use I{IZ]'.'F:.'-} etters, numbers, dasnes and undersco

The arrow will open a new tab to go to the Submission Portal

The Link icon will copy the URL:

rs Style
1 unique URL. Access the URL by opening a ne Copy Submission Portal URL RL or ifram
ttps://webportalapp.com/sp/ 2020_new_application * 6’ <P
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And the last icon is the iframe code if you would like to embed the URL into your Company’s
website.

portal a unique URL. Access the URL by opening a new browse SN Res Sl RL or ifram:

rL  https://webportalapp.com/sp/ 2020_new_application o @

>
T )

When testing the submission portal, you land on a Sign In/Sign Up page:

Sign In/Sign Up Instructions Sign In

Email
For New Users:

By clicking Sign Up, you will be prompted to enter your email

address and create a password. Once you have chosen your Password

password, your account will be created and you will gain

access to the portal. @

Forgot your password?
Sign into the portal using the email address and the password

you created when you originally signed up for the portal. If you Need an Account?
have forgotten your password, click "Forgot your

password?" and follow the prompts to reset your password.

For Returning Users:

Sign Up
k

If this is the first time accessing the Portal, you will use the Sign Up option, enter your email,
and create a password:
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Sign In/Sign Up Instructions Sign Up

Enter an email address and choose a password to create a new account.

For New Users:
Email
By clicking Sign Up, you will be prompted to enter your email
address and create a password. Once you have chosen your
password, your account will be created and you will gain
access to the portal. Password
@
For Returning Users:
l} © Must contain at least one lowercase letter
Sign into the portal using the email address and the password © Must contain at least one uppercase letter
you created when you originally signed up for the portal. If you ©  Wust contain one number
have forgotten your password, click "Forgot your g Bt be behwoen i e 32 hoetony
password?" and follow the prompts to reset your password. plusthckess SHatakiless
Confirm password
@

© Passwords must match

After Sign Up, you will be directed to the Submission Portal Homepage. Here you are able to
create your Profile to get started:

2020 Portal

Please click "+Create a Profile to Get Started" to begin. You can always edit your Profile by clicking "Edit". You can always view your Profile by clicking "View".

You cannot move forward until you have completed your Profile.

*+ Create a Profile to Get Started

Complete the Form and choose either the Save Draft or Save icon on the bottom:

Save Draft Mark Complete Close

N
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Selecting Mark Complete will let you continue to the next Stage in the process. Selecting Save
Draft will only Save the form as a Draft and you will not be able to continue until you select the
Save button. If you select the Close option, your form will not save any changes.

webportalapp.com says

This form contains un-saved changes, closing it will discard them. Are

you sure you want to continue?

: =
Cancel

Once your profile is complete, you can click “Get Started” to begin your application.
2020 Portal

Please click "+Create a Profile to Get Started" to begin. You can always edit your Profile by clicking "Edit". You can always view your Profile by clicking "View".

You cannot move forward until you have completed your Profile.

Profile ® Complete @ View (& Edit

To begin, click "+Get Started" below.When you return to this Homepage, you can see the status of your submission by the colored status bar below the submission card.

- Ifthe status bar is gray, your submission is under review, and no action needs to be taken.
- Ifthe status bar is blue, there is an action required. Click on the Submission Card to complete.
- Ifthe status bar is red, there is an error. Please reach out to the Administrator of this program.

+

Get Started
&

Continue through the Submission section until you have completed all required steps in your
portal. Once completed, you will be able to click on the Submit button.

Now you have successfully setup and tested your Submission Portal!
NOTE: The Record Identifier is shown by default on all “Cards” within this portal. Furthermore,

‘(untitled)’ displays on the card when the record does not contain data, thus the record identifier
has no information to display until data is entered.
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Application Forms

Application Forms are similar to the Submission Portal, however there are no stages or steps.
This plugin allows for one (1) form submission per user.

Please Note: Typically, this plugin is used instead of the Submission portal for those on our
Core Plan

To begin, head over to Settings & Tools and select the Application Forms plugin:

Plugin Settings

0

Application
Forms

b

Click on Create Application Form:

+ Create Application Form

X
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Next, complete the General Settings section and set a URL. Continue through the Access and
Style tab and update as you see fit:

New Application Form = # Portal Settings View All Application Forms
Application Form Pages Settings
&
[ Application

General Settings Access Style
L‘\f
URL  https://webportalapp.com/appform/

Customize the sender display name for outgoing emails from this portal. Emails will go out from no-reply@webportalapp.com

Save all settings

The Access tab is important to note as this is where you can set the start or end date of your
application as well as pick out the Applicant Form (Email User Form):

Settings

General Settings Access Style

Active @ Display this form on the web so anyone ca n
N ~

Start 09 00 A
v v
~ A

End 05/23/2050 ﬁ 05 00 P
v v

Assign the form that receives the applicant data and the field that receives the emails to be
Also include help/directional message for users during login.

Make sure you are using the User form that is linked to your application.
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Assign the form that receives the applicant data and the field that receives the emails to be used as login on the application form.
Also include help/directional message for users during login.

Applicant Data Form Applicant User Email v

Applicant Email Field

be used az login on the applicantion form. This must be 3 text field with email validation.
Login Text APlecz-lnHJserEmallTes,(k l I E 3 B|E =@ @ |— o’o

Sign In/Sign Up Instructions

For New Users:

Sign up by entering your email address and creating a password. Once you have chosen your password, your account will o
R e e Tl e S

Select Save to continue.

Application Form: testingapplication % Portal Settings View All Application Forr o
Select “Application” on

the left to open the
setting for the
Application form:

Application Form Pages Settings

[ Application .
P I General Settings

Next, choose the Application Form from
the dropdown menu.

Appiicant User Fms B Then click “Edit The Application Section”

to open additional settings.

Profile Weblarm) Tesl

SLUTYEY RO
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You will then select the Folders you want the submissions to go into along with the designated
“In-Progress” folder where Drafts will be stored. Then click the Details and Confirmation tabs.

Q@ Back

Input

General Settings Details Confirmation

Save all settings

When you are in the Details tab, you are able to choose the Default Show Dropdown or
Custom Show if you want to customize the fields:

DEFAULT ORDER = | DEFAULT SHOW e FIELDS

DEFAULT sSHOW

+ m **General Information**

o # Input + View Organization Name

. Legal Name (as designated
o & Input + View on IRS Determination

As mentioned earlier, you can Custom Show the fields to Hide, Input + View or View Only.
e Reminder, you cannot Hide a *Required field.

Save all settings when you are done!
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Make sure to test the application by clicking into the URL or clicking the Test Application Form
button on the top-right:

HUMREaPPIICation

- —fi~

no-réplywebpartalapp com

Once you have submitted your test application, make sure to go back to the Platform and review
your application in the Data view!

Webforms

Webforms are also another great way to collect data similar to the Submission Portal or the
Application Forms, except with Webforms, you do not need to log in to complete the form!

Some examples of using a Webform are:
e Gather Contact information
e Information on a Survey, or...
e An Application that does not require a username and password

To get started with Webforms, go to the Webform plugin under
E Settings & Tools.

Web Forms

— Click on Create Webform button on the top-right.
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Enter a URL name, select the Form you would like the user to complete, and set the Dates the
form should be viewable.

New Webform View All Webforms

Settings Confirmation Style

URL  https://webportalapp.com/webform/ webform_101

he unigue public URL for this webform. You may only use lowercase letters, numbers, dashes and und
Form Select or search a form in the list... ‘ {3} Field Details
Application Test
Folder Profile (Webform) Test
Survey Form b n the form settings screen.
Award Details (Test)
Active |
3 Outcomes Form (Test) A
i Reviewer List . 00 AM
Review Feedback
b v
M met B mmm
" N
End 05/23/2050 ] 05 - 00 PM
orm can first be
v v

If you would like to adjust any of the fields to custom show as discussed earlier, select Field

Details:
vebtorm_101

- £ Field Details
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DEFAULT ORDER « | DEFAULT SHOW b | FIELDS LABELS

DEFAULT SHOW
e m **General Information™* **Gener:

+ # Input + View Organization Name QOrganiz:

Legal Name (as Legal Nz

Within the Confirmation tab, you can update the Confirmation message that appears once
the constituent submits.

New Webform View All Webforms

Settings Confirmation Style
s

After a user submits a form, you can display a message or

Confirmation Page Display a custom message Y

Message Your submission has been saved.
v _J_l.\_.c_

Caym inoc
Save all settings

Within the Style tab, if you have CSS, you can place here and update the navigation bar image,
such as your Company’s logo:
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New Webform View All Webforms

Settings Confirmation Style

Save all settings when you are done!

Return back to the Main Settings tab and click on the URL to test:

Go to Webform

If everything looks good, then you are all set up with a Webform!

You can learn more about webforms by clicking here: Webforms

Program Manager & Assignments

The Program Manager & Assignments plugin is essential if you are going to be collecting
feedback from Reviewers and setting up a Review Portal.

To get started, you will want to first create a Reviewers List form and a Feedback form

e Reviewers List Form - Includes email address (required), name, and other information
you deem necessary (optional).
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e Feedback Form - This is the form reviewers will interact with when providing feedback.
Includes a linked form field back to the reviewers list form, another linked form field back
to the primary form, a text field for assignments (Tag Field), and finally a date field to
record the date the review is completed. Once these required fields are added, make
sure to add your feedback fields.

o You'll also need to set up 3 folders: Not Started, In Progress, and Completed to
store reviews throughout the review process.

Now Editing: Reviewer List

Fields Settings

B Presentat onal Text

Text @

Text®

Text®

Reviewers List Form

Now Editing: Review Feedback

Fields Settings

¢ Linked Form

¢ Linked Form

=] Text@

Feedback Form

View All Forms View Reviewer List Data

**Reviewer List**

First Name

Last Name

Email

View All Forms View Review Feedback Data

Linked Application

Linked Reviewer List

Assignment Tag

Completed Date

Comments

Record Title

© Need help building your form?

@ Need help building your form? ~

& Edit

(# Edit

(# Edit

@ Edit

Input Fi¢

Tex

=] Tex

Next, add your reviewers to the Reviewers List form. Navigate to the Reviewers List form on the

Data View screen, click on the Add Reviewer List icon on the left:
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[}
e
iyl

1Al Forms = ) Applicant User Email Application Test Profile (Webform) Test Survey Form Reviewer List = |+ ‘
4 —

Sorry, but there are currently no records in this worksj

To add a reviewer list, click on the 4= Add Reviewer List button in the t

New Reviewer List

Reviewer List A . . .
Fill-in the Reviewers information and select

Save New Reviewer List. Complete these
steps for each new reviewer until finished.

First Name

John

Last Name

Smith

Email

email@email.com It is best to add yourself to the Reviewers List

form so you are able to test the Review Portal.

Save New Reviewer List +
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Then you can go ahead to Settings & Tools:

Settings & Tools

Locate the Program Manager & Assignments plugin:
List

Click on Create a Program:

Program Manager
5

Each Portal must belong to a Program and a Process. A program is used to tell the portal which application/submission form to work from. If
you have one application/submission form you will likely have one Program. If you have 2 forms, and each has it's own portal, you will likely

have 2 programs.

Each program can have one or more processes. A process holds information about who can view the portal data and whether those users can
also provide feedback. You would typically have one process if you have one group of users or reviewers looking at the submissions, but you
might have multiple processes for one program if you have multiple stages of review or different groups reviewing the data for different
reasons. Learn more about the Program Manager.

You will need to name the Program and select the form that stores the submissions, typically
this is the Primary Form:
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Q@ Back

New Program

Each Portal must belong to a Program and Process. A program is used to t
will likely have one Program. If you have 2 forms, and each has it's own po

The program name and the primary form being viewed are entered below

Program Name: Review 2020
Form that stores Application Test v
submissions:

Submission Groups

Submission Groups can be used to group applications with similar charact
individually. For instance, you could create a group for Florida applications

Below are Submission Groups that will need to be created for a specific set of groups, such
as:

e Submissions by State

e Round 1 of Submissions

e Submissions by Last Name ‘A, etc.

Or you can keep the defaulted Submission Group, “All Submissions” and filter this one to your
liking:
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All Submissions

Y Filter Submissions @

Y

SUBMISSIONS (1)

TEST

Cancel

If you would like to add a new Submission Group, click on Add Submission Group:

1 want to assign applications for review by group rather than
you are going to have different people review each group. Creating
nem or are not planning on using assignments. Learn more about

+ Add Sub@wission Group

Name the Submission Group, filter and then select Save:
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Add a Submission Group

Please filter submissions to define this group:

Y Filter S%missigns__

Please choose a name for this group:

1st Quarter Submissions

Make sure you select the Save Program button on the bottom of the page to save your work.

4+ Add Submission Group

Cancel
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Next, you will need to create a Process:

B2 Review 2020

+ CREATE™ PROCESS

Complete the fields for the Process:

In a Process you specify who can access submissions, if submissions have st

Review 1

— L & : - S i o
SUDMISSION Groups & >Lages
issi Te
| € @
s this process limitedto @ No - all submissions are involve
ONe or More stages? T T T A e
lewing/Editing Permissions
no can participate ® Anyone A
¢ 5 et ortal membe

Note the Submission Group checkbox. If you added any new Submission Groups, make sure

to checkbox them to include them in the Process.

You can also limit the process to one or more Stages such as you would like only the Submitted
application to be viewable, not any of the records currently in the drafts folder, or you can keep

all submissions to be involved.
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Next, you will want to select the Permissions. If you are using your set of Reviewers, click the
Only a specific set of portal members option:

Viewing/Editing Permissions

no can participate? Anyone
® Only a specific set of portal members
Reviewer List ¥
o members can view all previously confizured submissions. A
Viembers can on ew submissions that are individually assigned to them

You can also set that the Reviewers can only see the submissions that are assigned to them by

selecting it here:

Members

n the Permissions Form list below as a possil

Par ccinns Corm: ~
Fermissions rorm: Review Feedback ¥

eld: - Selectfield... ¥

Then select the Permissions form the reviewers will be leaving their feedback on and the Tag

field:
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» A text field which this plugin will

When a form which matches this crit

- C . :
Permissions Form: Beview Ecedback ¥

Tag field: AssignmentTag ¥

[
dback

Next, select if you are collecting Feedback and set the folder stages:

Feedback

Will you be collecting input ~ ® Yes
or feedback? [y No

Form which stores feedback

© The Review Feedback form chosen in the Permissions section will also be used to store your feedback.

Folders which represent stages

Feedback typically goes through several stages. Map the folders to the first three stages every

Mot Begun: Not Begun B
In Progress: In progress v
Submitted: Completed v
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Review Feedback

Save Process

Once complete, select the Save Process button.

Then you will go to the Program Manager & Assignments icon in the navigation bar:

tings & Tools Program Mgr & Assignments

Jram NManaoaor
Click on the Edit Assignments button (If this is your first time, it was be displayed as “Create
Assignments”)

Assignments

Assignments are where you determine who will have access to specific submissions within a review portal. Learn more about assignments.

|88 Application Review Process

< Review 1 # Edit Assignmeants

There is a few different ways you can assign your assignments to the Reviewers:
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[@ Assign by Submission

[ Assign by Submission
21 Assign by Submission Group
& Assign by Member

W Batch Assign

If you used Submission Groups, you can select the Assign by Submission Group option:

21 Assign by Submission Group

Q | Group Name

GROUP NAME ~ # SUBMISSIONS ~ # MEMI

All Submissions 5 0

O

Click on the group. Then click on the Assign button. The Reviewers will then be listed in which
you can select any or all of the reviewers if you choose:

Assign by Submission Group =

(O
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The Assign by Member or Assign by Submission options will work similarly to the Assign by
Submission Group. You can also Batch Assign:

Review

€81 Assign by Submission Group

[3 Assign by Submission
8] Assign by Submission Group +
& Assign by Member

W Batch Assign

3

This is particularly a good idea if you have:

e Alot of assignments to assign out to your Reviewers.
e If you want the system to randomly make assignments.

W Batch Assign

You can also select the checkbox to Limit to
Create a Batch Assignment specific reviewers instead of assigning to

This batch assignment is intended for: every Reviewer.

All Submissions Next you will need to set up your Review
portal in order to share the Portal’s URL to

Reviewer your reviewers!

100

Limit to specific reviewers:

N
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Review Portal

To set up the Review Portal, go to Settings & Tools:

&

Review Portal

Y

Click on the Create Review Portal button:

+ Createfeview Portal
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To get started choose the Program and Process for this portal:

Program Application Review Process v
Process Choose one._.. v
Choose one.

@ Learn more about Review Portals

To get started you will choose the Program and Process you had created in the Program
Manager & Assignments plugin. Select Save Settings to continue.

From here you can set up the Review Portal:

Settings Access Data Feedback

The primary form chosen for this process is

UrL  https://webportalapp.com/portal/| feviewportal

The unigue pubdlic URL for this review portal. You may only use Ic

Active B If checked, the portal will be active based on the dates |

-~

Start 05/23/2020 & 09
The start date and time the portal is active (in ET)

(¥

~

End 05/23/2050 & 05
The end date and time the portal is active ( T)

~r
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You can change the name of the URL and check the Active checkbox to make the portal active
only on the dates selected.

Click on Save at the bottom of the page and continue editing the settings for each tab: Access,
Data, and Feedback.

The Access tab, you can edit the Login Text for the Reviewers when they login to the Review

Portal as well as make sure the Member Email Field is set to Email (This should automatically
be set).

Settings = Access Data Feedback

This portal presents data from the P
that form, as well as submit feedbac

Fomats+ B J A + A+

I
Il

Login T

=]

m
=

Sign In/Sign Up Instructions

For New Users:

Please enter your email address and we will
x ] - - -

Next, the Data tab is where you will see additional settings that you can adjust to your needs.
Such as the Listing Style (What the Listing will look like):
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Settings Access Data Feedback

Listing Style Listing Pages Data Detail Other

istng ¥

ine, you can display up to 3 items (3 fields or 1 button and 2 fields). Click on an item below to configure what you want tc

Button Record Title

The Listing Style tab contains the Display button and Display Field that will both be viewable
within the Review Portal. The Record Title is shown by default on the Listing Style page and
can be configured in the Form Builder settings.

Listing Style Listing Pages Data Detail Other

[l
=)
T

Listing ¥

Display Button

For a listing, you get a series of lines like a spreadsheet. For each line, you can display up to 3 items (3 fields or 1 button and 2 fielc

&

display for each line.

Display Button X Gl Display Field et | =
Whenever possible, we track whether a user provides Fiald Record Title v
feedback for a given row (record) and can change the
button text for that row depending on whether i
= ; i i ake Link
feedback has been provided. Enter the text for the .
button befare and after feedback below. L
Review Show Label

After Feedback  Done

Listing Pages (where you can separate your listings into multiple pages)
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Listing Style Listing Pages Data Detail Other

By default, all items will be listed on one page. You can separate your listings into multiple pages and choose which folders to include on each page by adding pages
below. You can also set navigation between pages to be by tabs or a dropdown list.

Pages  This portal currently has only the default page.

+ Add Page ¥

Data Detail (where you can add additional forms to be reviewed by selecting and dragging to
the right hand side titled Portal Form List):

Listing Style Listing Pages Data Detail Other

Portal Form List

z = s 5 Simply drag & drop items to reorder.
Drag & drop items from the Available Forms list to the Portal Form List to create This list can hold up to 20 forms.

the form display order for the portal.

Profile (Webform) Test o

Application Test o

I Award Details (Test) G%D

I QOutcomes Form (Test)

You can also click on the settings icon to open the form and custom show certain fields:

Application Tegt = @

'EFAULT ORDER ~ DEFAULT SHOW s FIELDS LABELS HELP TEXT

+ @ View Only **General Information** **General Information** SHkio Jdd sipfaxt

[ /)
3 @ View Only Organization Name Organization Name Clickio aad e/ text

Thank you for taking the time to Thank you for taking the time to

complete the Faculty and Staff complete the Faculty and Staff

Corporate and Foundation Corporate and Foundation

Clearance Request Form. Clearance Request Form.

U+200C! Your submission has U+200C! Your submission has

been saved and will be routed to been saved and will be routed to -

Synchronized % Ovemiden * Required

Cancel Apply

This can also be an important tool if you would like to Hide specific fields from the Reviewers
that have sensitive material, such as an constituent’s address or social security number.
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The Other tab (the help text instructions for the reviewers in the Review Portal):

Listing Style Listing Pages Data Detail Other
s

'
[if
[l
1]
i
-
il
il
|
%

Help Text Fomats~ B [/ A ~ A «

Instructions:

To review the submission, please click the blue "Review" button. Please check for additional information by clicking the di
attachments by clicking the "Form Attachments" drop down in the upper left. You can click on any attachment and it will
application, click the hyperlinked record title in blue next to "Listings”. In order to complete your review, please click "+R
work and continue at a later time by scrolling to the bottom of the right panel and clicking "Save Draft". When you log b

bave all settings

Once you have gone through this set of tabs, make sure you click on the Save all settings icon
on the bottom before proceeding.
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Data Feedback

N

Settings Access

Then the last tab is Feedback:

You can rename the Feedback

The feedback form chosen for this process is Review Feedback All feedback |

Feedback

DEFAULT ORDER ¥ DEFAULT SHOW

®» View Only

= FIELDS

##**Reviewers
will consider each
of the three
review criteria
below in the
determination of
merit, and give a
seperate score for

LABELS

##F*Reviewers
will consider each
of the three
review criteria
below in the
determination of
merit, and give a
seperate score for

Button Text as well as allow
users to Allow Resubmit their
reviews. (Meaning, the
reviewers can change their
responses and resubmit them).

You can also edit the
Post-Submit Message and
Default/Custom show the Field
Details of the feedback form
under the Default Show
dropdown tab.

Once complete, Save all Settings and your Review Portal is all set up!

It is best to add yourself to the Reviewers Form so you are able to test the Review Portal.

URL  https://webportalapp.com/portal/ reviewportal_2020

L
}
m
<

Start 05/23/2020

]

Copy Review Portal URL

e <>

&

L]

When you are ready to share the Review Portal out with your Reviewers, kindly select copy
Review Portal URL and email out to your Reviewers:

The Reviewers then will go to the URL, signing up with their email address.

They will be prompted to create a password upon login and then be redirected to the landing
page where they will begin their assignments that you had created in the Program Manager.
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Bulk Edit

The Bulk Edit feature is easy to use and super helpful if you have many records that you need

to update at once, instead of going through each record manually.

For example, if you need to move a handful of records from one folder to another, such as from

the Submitted folder to the Awarded folder.

You would select the Primary form, then filter the records that are stored in the submitted folder

as seen here:

Y Filter for select records matching...

All » of the criteria below @

Field Condition: Value
Folder v s v | Submission v |

And + Add a Filter v

Cancel %

Then select the Item to change: Folder: Awarded

Select a form f\"'!_'l.a_dl_xlh Tast L s HEe

Next, click Save.
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Lastly, select Yes to commit to these changes:

Are you certain that you want to commit these changes to the Database?

The records will begin to update and move to the Awarded folder.

Please Note: Sometimes this change can take some time, depending on how many records are
being updated.

Once complete, you can confirm the changes have been made by going to the Data View and
checking the records for the update.

Dashboard

The Reporting Dashboard is another great tool if you ever want to see information quickly. You
can set up different widgets or sections as Tables, Graphs, Charts or even a Summary.

Click on the Reporting Dashboard icon in the navigation bar to get started:

“riails Reporting Dashboard [ 11 JRISIERS

Click on New Dashboard

New Dashboard
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Go ahead and name the Dashboard, then click on Create Dashboard:
— ]

‘ ‘Dashboard Name Create Dashboard el

s

You can then adjust the settings to make this your default dashboard or to determine who will
have access to the dashboard:

Settings

Quarter 1 Settings

Name

Quarter 1

Permissions N

Owner (read/write)
Administrator (read/write)
L Full Member (read)

(J Editor (read)

Save Dashboard Settings

Then select Add Section:

tings Delete Quarter 1 New Dashboard
Add Section ¥
O
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Select the layout you would like:

100%

Add Section ™

50% 50% "

33%
67%
33%

Then you will click Add Widget:

Add Widget ~
U

Choose the Widget Type you would like to use:

Text
Image
Data List
Summary
Table
Bar Chart
Pie Chart
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Add Widget ~

Pie Chart

Bar Chart

Data List
Table
Summary
Image

Text

Then select the Form you would like to gather information from:

Monthly Report

Quarterly Report <

Final Reports
Test

Email Tracker Stats

Select a Form...

Required

Add Record Filter

*Calculation Type

From here you can be very unique with filtering the information you would like to see:
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Add Recn@rd Filter

*Calculation Type

Count

*Calculation Type

Count

*Date Field

Created Date

*Within Period of One

Quarter

R

Break Down Lines By

No Breakdown

Save

If you would like to learn more about the Dashboard, | would recommend playing around with
the filters and different types of widgets as well as viewing our Knowledge Base article:
Reporting Dashboard
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https://support.zenginehq.com/article/882-reporting-dashboard

Marketplace

The Marketplace is where you can view all of the plugins currently in your workspace and also
add other plugins the platform offers.

To take a look, head over to Marketplace (top navigation bar):

¥ Marketplace I',I‘\h + A & (2] =3

Here you can Browse the Marketplace for new plugins, or Manage Plugins that you currently
have:

& zengine Plugin Marketplace

Choose from a wide selection of enhancements for your workspaces.

I @ Browse Marketplace + Manage Plugins
[t

A

0 ks il

Application Forms Web Forms Reporting Dashboard

Zengine Labs Zengine Labs Zengine Labs

Looking for a more customized solution? Reach out to our Support Team to inquire.
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Help Center

And lastly, it is strongly suggested that you check out our Help Center to learn more about
Zengine and further your knowledge:

[, 8 Marketplace

O Help Cer\.‘@r
i% What's New

If you are looking for in-product help that will surface related information based on the screen
you are on or need to contact our Support Team, use the Help button in the lower-right-corner.

This Help Beacon will display related articles from the Help Center. If you do not find the
information you are looking for, you can use the Contact option to reach our Support Team.

Q Articles O Contact

Browse articles below, or search for an
article. If you can't find one that helps
please click on Contact

Let's get started
We'll respond as quickly as possible.

Home

The Home screen is customized based on the
user who is logged in. It consists of a list of

workspaces the user has access to, and user-
level productivity tools that consolidate activity

across all of

@

December 2019 Updates

-«

Help Beacon Zengine administrator users now

have relevant knowledge at their fingertips.
Depending on which screen you are on, clicking
on the "Help" beacon button will offer carefully

curated list

Feel free to sign up for one of our upcoming webinars or check out any of our helpful knowledge
base articles!
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