IMPORT RESPONSES FROM EXISTING APPLICATIONS

1. Login into the IMPACT 100 Grant Application.
2. Select “My Applications” to view which applications you have completed in the past.
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IMPORT RESPONSES FROM EXISTING APPLICATIONS

3. View the list of applications you have completed in the past. You may select the “2020 IMPACT 100
Letter of Intent and Grant Application” from the list of applications shown.
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This screen is your Dashboard. It allows you to track the progress of the completion of your Letter of Intent (LOI) and Grant Application. Use the Choose Action tab to preview application
orimport responses from existing applications.

Questions regarding this or the IMPACT 100 grants process can be directed to_grants@impact100pensacola.org or by phone at 1-888-992-5646.

Please note that the application will autosave every 30 minutes. However, continue to save as you change sections within the application. The system will logout user after 50 minutes of

inactivity.
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4. From your application Dashboard, select “ Choose Action”. Then “Import Responses from Existing
Applications”.
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Grants Program Name Application Import
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5. Select “Advance Import”.
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6. Select what information you would like to import. Click the red “Import” button.
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System Alert (238)

The existing information will be overwritten by the 2018 IMPACT 100 Letter of Intent and
Grant Application information. Do you want to continue with the import?
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7. Any information from the previous application will overwrite any information you have entered into
the current application. For this reason, you may want to start your input before entering any data into
the “2020 IMPACT 100 Letter of Intent and Grant Application”. Not all data fields will allow for
importing, those that do not will be left blank in the 2020 application.
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System Message (155)

After the import, review all your sections of your application. Update the responses you
have imported with the information specific to this application.
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8. After the import, please review your application thoroughly to be sure all information imported is still

correct and for those fields that do not import, that you complete this information.



