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Agenda and Session Objectives 

Logging In 

Activation Email, Log 
In Credentials, 

Updating Account 
Information 

General 
Navigation 

Site Overview, 
Accessing Grant 
Records, Adding 

Organization Users 

Grant 
Monitoring 

Understanding and
Updating Grant

Record, Accessing
Budget and Tracking
Expenses, Reporting 

Questions and 
Support 

Q&A, Accessing
AmpliFund Support
Site and Resources, 
Submitting a Help

Ticket 
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Activation and 
Account Set Up 
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Activation Email 
• When you receive 

an award, your 
funder will send you 
an email 
notification inviting 
you into AmpliFund. 
o no-

reply@gotomygrant 
s.com 

Funder Name 

Link to register 

Link if you 
have an 
account 

Period of 
Performance 

Funder 

Name of 
Account 
Owner 
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Register 

• First Time in AmpliFund 

Click on 2nd Link in Email Create a Password 
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Link to register 



 

  

  
  
 

   
 

Log In 

1. Log-in at: 
https://gotomygrants. 
com/account/Login.as 
px 

2. Enter your Email 
3. Enter your Password 

Send reset link 
4. Click Login from: 

no-
reply@gotomygr 
ants.com 
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https://ants.com
https://com/account/Login.as
https://gotomygrants


 

    
     
    

Password Reset 

• Email from AmpliFund Administrator (no-reply@gotomygrants.com ) 
o Need to add as safe sender 
o Check Spam, if not received 
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 Adding Users 
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Your Account 
• City of Metropolis receives a grant 
• Jane Doe is the account owner for the City of Metropolis. 

o Jane receives the Activation email 
o Jane needs to update the City of Metropolis’ account information 

o Jane needs to add other users to the City of Metropolis’ account 
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City of Metropolis 

(Organization Account) 

Jane Doe 

City of Metro. Grant 
Manager 

(Account Owner) 

John Smith 

City of Metro. Grant 
Manager 

(Grant Mgr.) 

Each staff person has 
their own login 
credentials 



 

          
 

  
        

 
 

   

       
 

       
        

    

Adding Users 

• Best practice is to have at least two users in
your account 

• To Add Users: 
o Go to: Administration > System Security > Users 

> + 
o Required Fields: 

- First Name, Last Name 
- Role: 
- Email Address (Will be your Username when

logging in) 
o Once Saved: Send Invitation (upper right Icon 

toolbar) for user to receive email inviting them 
to log-in and establish password. 
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  Accessing Your
Grant 
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Editing Your Grant – Assigning a Recipient Grant Manager 

• Left Menu > Grant Management > Grants > [Name] > Edit (pencil icon) 

• To Do: 
Assign a Recipient Grant Manager (Required) 

Other Details (optional) 
 Recipient Award Name 
 Recipient Description 
 Unique Identifier 
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Award Details Screen 

• Award Details Screen: 
• Dynamic View Displays: 
Award Amount 
Total Expenses to Date 

Amount Invoiced to Date 
Buckets for Invoice Status’ 

Remaining Available
Budget** 
Based on Sum of 

Pending/Approved Payment
Requests 

13 



 Budget Overview 
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  Viewing Your Budget 
Left Menu > Grant Management > Grants > [Name] 

Top Menu > Post-Award > Financial > Budget 

To Do: 

Update Options to show/hide essential details; 
Turn on Line Items, Actuals, Remaining (options save upon re-entry) 

15 



 
    
      

       

 
 

 
        

        
 

 

   

 
     

     

Tracking Expenses 
• From the Payment Request Screen: 
• Under Financial Detail: Click the Create 

New Expense + to create a new expense 
entry 
o Identify: 

- Category* 
- Line Item* 
- Direct Cost* 
- Expense Date* 

> Expense date MUST reflect the date range for 
which you will submit your reporting period and 
reimbursement request 

- Expense Status** 
- Description 
- Attachment (upload source docs)* 

• *Required Field(s) 

• **Expenses must be marked as Reviewed 
to be eligible for Payment Request 
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Modifying/Deleting
an Expense 

• From the Expense Screen: 
• Run Expense report using appropriate

filter(s) to view the line item(s)
required modification** 
o Next to the line item, click the Pencil Icon 

to open up the expense in Edit Mode 
- Make all required modification(s) and

click Save 

• To Delete an expense: 
o After running the expense report click on 

the check box next to the appropriate 
line item(s) 

o Under the Actions click the Trash icon to 
delete the selected item(s) 
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Viewing Your Expenses 
• Left Menu > Grant Management > Grants > [Name] 
• Top Menu > Post-Award > Financial > Expenses 

• To Do: 
Filter expense Report by selecting Category, Line Item, and/or Time Frame 
If not selecting filter(s), clicking Run will display all historical expenses 
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  Final Report
Narrative 
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In-System Structure 
Strategies • 
o Goals 

- Achievements 
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All Final Report Narrative goals are outlined. To access, click 
on: 

Post-Award > Performance > Performance Plan 
From here, you will be able to click the trophy icon next to any 
one of the goals and track an achievement toward your goal. 
You will NOT have to wait until the final report is due to 
complete this – you are able to track as you go. 

Click on the goal > Plus Sign in the Upper Right Corner > 
Enter any relevant information and click Save 



 In-System Demo 
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  Help and Support 
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Resource Center 

• Bottom-left corner 
• Guides and 

Walkthroughs 
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Customer Support 

Visit the support portal 
https://amplifund.zendesk.com 

Submit a support ticket 
support@amplifund.zendesk.com or in product 

Call the help desk 
(216)377-5500 ext. 2 

Customer Support Hours 
8:00am – 8:00pm ET, Monday through Friday, excluding holidays 
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AmpliFund Support Site 

1. Go to https://amplifund.zendesk.com 

2. Click the Sign up link 

3. Enter your full name 

4. Enter your email address 

5. Complete the I’m not a robot check 

6. Click the Sign up button 

7. A welcome email from 
support@zendesk.com will be sent to 
you via email 

8. Click the link to set your password 
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 Support Site
Resources 
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References 
• Account 

o How to Change your Password 
o How to Edit account Details 
o How to Add a New User 
o How to Edit a User 

• Navigation 
o Navigation Video 
o Navigation Guide 

• Grant 
o How to Edit a Grant 

• Reports 
o Report user guides 

• Expenses 
o How to Add Expenses 
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