
How to Apply – General Resources
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• GATA Pre-Requisites/Support
• Overview of Applicant Portal

⎻ Project Information
⎻ Application Forms
⎻ Budget

• Edit Reopened Application

2 Agenda
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If you have not created a public.external.illinois.gov account and registered your 
Organization  in the GATA Grantee Portal complete the following steps:
• Instruction to create account and register organization - here
• Contact OMB GATA with questions about the GATA Grantee Portal - 

omb.gata@illinois.gov
• Contact AmpliFund Customer Support with questions about AmpliFund - support@il-

amplifund.zendesk.com 

Add the following information when contacting OBM GATA or AmpliFund for support:
• Your name
• Name of Organization
• Opportunity you are applying to 
• Description of issue
• Related screenshots

3 GATA Pre-Requisites/Support

https://il-amplifund.zendesk.com/hc/en-us/articles/27588129343507-How-to-Add-New-Users-as-a-Grantee-and-Single-Sign-On-SSO-Process
mailto:omb.gata@illinois.gov
mailto:support@il-amplifund.zendesk.com
mailto:support@il-amplifund.zendesk.com


Am
pl

iF
un

d 
C

or
po

ra
te

 P
re

se
nt

at
io

n

4

Project Information
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• Project Information
⎻ Opportunity Information
⎻ Evaluation and Scoring Tab
⎻ Apply
⎻ Navigation
⎻ Required Fields
⎻ Autofill Data
⎻ No Match Example
⎻ Match Examples
⎻ Mark as Complete, Save and Continue

5 Section Agenda
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6 Opportunity Information and Evaluation & Scoring
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• Click the Apply button to start the application process

7 Apply to the Opportunity
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• Land on the Project Information Page

8 Navigation



Am
pl

iF
un

d 
C

or
po

ra
te

 P
re

se
nt

at
io

n

• All navigation sections on the top of the screen must be complete before 
submitting your application

• Each circle should be green with a white checkmark like the Opportunity 
Details section below

• Navigate to different sections of the application by clicking on the desired 
navigation section

9 Navigation Continued
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• Complete in the top navigation, you must complete all required fields marked 
with an *

10 Required Fields
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• The Primary Contact Information section will auto-populate with the 
information from the Applicant Portal

• Review the steps in the Overview of Applicant Portal section to update 
the information so you only have to enter it once

11 Autofill Data



Am
pl

iF
un

d 
C

or
po

ra
te

 P
re

se
nt

at
io

n

• If a match is required, there will be an additional required section called "How 
much are you planning on contributing to the budget?"

• If your funder configured a match requirement, AmpliFund will calculate the 
minimum match amount based on the Award Requested amount

• If match is optional, you will have a $0.00 requirement and can add as needed

12 Match Example
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• After completing all required fields Mark as Complete and Save and Continue
• AmpliFund will not let you Mark as Complete and Save and Continue if there 

are any incomplete required fields
• AmpliFund displays validation errors if there are incomplete required fields or if 

entries are not in line with the Opportunity requirements

13 Mark as Complete, Save and Continue
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14

Application Forms
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• Application Forms
⎻ Enter Data
⎻ Required Fields
⎻ Mark as Complete, Save and Continue
⎻ Application Form Status Grid

15 Section Agenda
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Content Fields
• Data that your funder provides as instructions, attachments, links, etc.
Entry Fields
• Data that you enter on the Application Forms
• Single line text, multi-line text, multiple choice, checkboxes, dropdowns, dates, 

numeric values, tables, and file uploads

16 Inputting Data
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• Complete each required field marked with an *

17 Required Fields
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• You must mark each Application Form as complete and then save and 
continue or you will not be able to submit

• AmpliFund will not allow you to Mark as Complete if you have not completed 
all required fields

• Clicking Save and Continue will take you to the next Application Form or next 
section of the application process

18 Mark as Complete, Save and Continue
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• Click on the Application Forms section on the top navigation to access the 
Application Form Status Grid

• Here you can see the status of each application and download applications

19 Application Form Status Grid
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20

Budget
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• Project Information and Budget
• Enter Line Items

⎻ No Match/Match
> Line Item Narrative and Document Upload

⎻ Edit Line Items
⎻ Final Budget/Mark as Complete, Save and Continue
⎻ Submit Complete Application

21 Section Agenda
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• Configure the Budget View Settings
• Click on the + icon next to the Budget Category you wish to enter a line item
• Enter the Name
• Enter the Direct Cost
• Leave Non-Grant Funded set to No
• Enter Narrative (May be required or optional)
• Add Attachments as needed
• Click Create on the bottom right of the screen

22 Enter Line Items with no Match
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• Click on the + icon next to the Budget Category you wish to enter a line item
• Enter the Name
• Enter the Direct Cost
• Set the Non-Grant Funded to Yes

⎻ Cash Match
⎻ In-Kind Match
⎻ Other Funding
⎻ Match can be entered in $ or as a %

• Enter Narrative (May be required or optional)
• Add Attachments as needed
• Click Create on the bottom right of the screen

23 Enter Line Items with Match
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• Click on the pencil edit icon next to the Line Item to edit as needed

24 Edit Line Items
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• The Final Budget should account for all requested Grant Funds and any Match 
requirements

• The Total Overall Budget Cost should be $0.00
• AmpliFund will display a validation error if not all funds are accounted for

25 Final Budget/Mark as Complete, Save and Continue
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• All navigation sections on the top of the screen must be complete 
before submitting your application

• Each circle should be green with a white checkmark like the 
Opportunity Details section below

• If you receive any validation errors, you can click on the desired navigation 
section and complete all required information and Mark as Complete and 
Save and Continue

26 Submit Complete Application
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• Click Submit and AmpliFund displays a success message!

27 Submit Complete Application Continued
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28

Edit Reopened 
Application
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• Edit Reopened Applications
⎻ Log into AmpliFund here - https://grants.illinois.gov/portal/ 
⎻ Toggle to Applicant Portal
⎻ Access Submitted Applications
⎻ Edit Reopened Applications
⎻ Download Submitted Applications
⎻ Withdraw Applications

29 Section Agenda

https://grants.illinois.gov/portal/
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• Click on your name on the top right of the screen and select Applicant Portal 
or AmpliFund

30 Toggle between AmpliFund / Applicant Portal
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• Click Applications on the top left of the screen
• Select the appropriate Application

31 Access Submitted Applications
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• Select the Application that says Reopened
• Edit the appropriate sections of the Application Form
• The funder chooses what sections of the Application to Reopen

32 Edit Reopened Applications
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• Click on the desired Application
• Click on the Download tab

33 Download Submitted Applications
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• Withdrawing applications does not allow for Resubmitting

34 Withdrawing Applications
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