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Navigating the AIDS United Grantee Community Portal 

Harm Reduction Futures Fund (Round 13) 
Pre-Application 

 
 
Note: When accessing the Grantee Community, do not use Internet Explorer or 
Microsoft Edge. Please use only Chrome, Firefox, or Safari. 
 
Also, a best practice for all online forms is to write and save all your responses offline 
in a Microsoft Word document or an equivalent so that, should you accidentally lose 
your work when completing the application form itself, you won’t need to create your 
answers again. Please follow that best practice when applying for AIDS United grants! 
 
Finally, note that the screen shots in this document show only the most relevant parts of the 
screen. So don’t worry if you see things that aren’t pictured below.  
 

1. Go to https://aidsunited.force.com. 
 

2. Sign in by clicking the “Log in” button on the upper-right corner of the screen. 
 

  

https://aidsunited.force.com/
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a. If you have an account, enter your email address (arrow #1) and password 
(arrow #2). Then click the “Log in” button (arrow #3) and proceed to page 
5 below. 

b. Note the “Forgot your password?” link below the “Log in” button (arrow 
#4). 

c. If you do not have an account, click “Not a member? Sign up Here.” (arrow 
#5). 
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i. If you’re setting up an account for the first time, enter the required 
information: 

1. First name 
2. Last name 
3. Email 
4. Your job title 
5. Your organization's EIN (be sure to enter the correct EIN so 

that your new account can be linked to your organization’s 
record.) 

6. And two password creation fields (your password must be 
at least 8 characters long). 

ii. When you’ve entered all that information, click the “Next” button 
(indicated by the yellow arrow). 
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iii. On the second account creation screen, enter your organization’s 
contact information: 

1. Organization name 
2. Billing street 
3. Billing city 
4. Billing state 
5. Billing zip code 
6. Organization phone number 
7. Organization website (optional) 

iv. When you’ve entered all of that information, click the “Sign Up” 
button (indicated by the yellow arrow). (The button above it takes 
you back to the previous page.) 
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3. Once you are logged in, click on the Funding Opportunities tab at the top of the 
screen.  

 

 
 
4. In Funding Opportunities, you’ll see the grant cycle name.  
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5. On the next page, read the application details and instructions. If you decide to 
submit an application, click the “Apply Now” button on the upper-right portion of 
the screen, below your name.  

 
 
 

6. On the next screen, click “Yes” (the left-pointing arrow) and “Next” (the down 
arrow) to confirm that you would like to apply. 
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7.  On the confirmation box that appears, note the last four digits of your application 
number (the up arrow) and click the “Finish” button (the left-pointing arrow). 

  
 

8. Next, go to the “My Applications” tab.  
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9. There you will see the application you just created, as well as any other 
applications you have submitted in the past through AIDS United’s Grantee 
Community Portal. Two things to note: 

a. Your new application will show up at the bottom of the list. 
b. If your application for this grant cycle does not show up, click the “View 

All” button to be taken to a longer list of your applications (the up arrow 
below).  
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10. Click the application name that you made a note of above, to the left of the 
initiative name. The application name will begin with “APP-” and be followed by a 
six-digit number. (You will not have multiple versions of applications as below. 
This is one of our test accounts.) 
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11. You will then be taken to the application screen. Verify your contact 

information on the first page and click “Edit” (the down arrow) to make 
any updates.  

a. Then click on your name (the up arrow), select “My Profile,” and verify 
your email address and pronouns (the latter are optional).  
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12. You will then proceed across the numbered tabs at the top of the application, 
entering your responses. For your pre-application, you will need to look at tabs 1 
(which you did above) and 2 only. You can ignore tabs 3, 4, 5, and 6. 
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13. In tab 2, you will find the pre-application form, which will load after a few 
seconds. On the first page, you may or may not see an email address field at the 
top of the form. If you do, verify that it’s correct and then answer the brief 
application questions. If you don’t see an email field (as shown below), just 
proceed with question answering. 
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14. At the bottom of the page, upload both attachments.  

 
 
 
15. The submission process is very short for our pre-screening applications. Once you 

have answered the questions and uploaded your documents above, all you’ll need 
to do is hit the red “Submit” button. 
 



  

14 
 

16.  The next screen will show a confirmation of your submission, although you will 
likely have to scroll up to see it. 

 
 

17. At this point, you can log out of the system. However, if you would like to download your 
submitted pre-application, navigate to tab 5 at the top of your screen. 
 

18.  Give the attachments list a few seconds to load, and then click “View All” on the bottom 
right of the screen: 

 
 
  



  

15 
 

19. The next screen will show you all attachments for this funding opportunity. You do not need to 
submit any of these now; they will only be relevant for those submitting a full proposal. The pre-
application (up arrow) contains a PDF of your submitted pre-application and Representation 
Table from tab 2. Click on the Attachment ID for the pre-application with “Submitted” in the 
“Attachment Status” column to access your submitted pre-application materials.  

 
 
 

20. From the next screen, you can download your submitted pre-application. Downloading from the 
Files or Notes & Attachments section will yield the same document. 
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21. When you’re ready to sign out, click your name in the upper-right corner of the window and 
select “Logout”: 

 
 
 

Have questions during the application process? 
If you have any questions regarding the content of the application, please reach out to the 
team as directed in the request for pre-applications document that you received from AIDS 
United. 

 
If you have any questions regarding navigating the online portal or other technical issues, 
please contact Shannon Wyss, Senior Grants Manager, at swyss@aidsunited.org. Please include 
the following information when you write: 

• Your web browser;  
• What happened and where you were in the application form when it happened; and 
• A screen shot of what you saw that was unexpected. 

 
 

Thank you for your interest in a grant from AIDS United and 
for your work in the struggle against HIV! 
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