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N E W !

N E W !
N E W !

h t t p s : / / c h a r i t y w a t e r. f o r c e . c o m / g r a n t p o r t a l

N E W !

https://charitywater.force.com/grantportal


ch
ar

ity
: w

at
er

2

G E T T I N G  S TA R T E D

The Salesforce portal is the hub for managing your 
organization’s grants with charity: water.  

In the portal you can: 
• View all grant related information for open and closed 

grants. 
• Submit proposals, reports, signed grant agreements, 

amendments and compliance documents. 
• View report due dates for open grants and submit 

upcoming reports. 
• Exchange documents with your charity: water contact. 
• View information for past and upcoming disbursements. 
• Request a amendments to open grants. 
• Request a new contact for someone in your organization. 

You will only see grant information that is relevant to your 
country program. Headquarters staff will have the option to 
access information for country programs with projects 
funded by charity: water, if needed.
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I N I T I A L  LO G I N

You will receive a Welcome email. Click the link to create a password for your Salesforce account.
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LO G G I N G  I N

Username is the email address that received the Welcome email.

Create a new password with this link.

S a l e s f o r c e  p o r t a l  l i n k :  
h t t p s : / / c h a r i t y w a t e r. f o r c e . c o m / g r a n t p o r t a l

Please reach out to your charity: water contact if you have any 
trouble logging in or changing your password.

Password is the one you created during the initial login.

https://charitywater.force.com/grantportal
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Navigating Salesforce

0 2

W H E R E  TO  F I N D  G R A N T- R E L AT E D  
I N F O R M AT I O N  A N D  TA K E  AC T I O N
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H O M E

When you login, you will be on the Home screen. 

The home page has basic guidance on using the partner portal.
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G E T T I N G  TO  P R O F I L E  &  M Y  PA R T N E R  R E C O R D

Click your name in the top right corner of the screen to access the Profile and My Partner Record pages.

Profile: View and edit your Name and Title here. 

My Partner Record: View and edit information related to your organization here. You can also find 
links to all relevant records connected to your organization, like Grants, and request new Contacts 
here.
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P R O F I L E

Click the grey pencil icon         to edit your Name and Title. 

Some fields, like Account Name and Work Email, cannot be edited. Let your charity: water contact know if you need either updated.
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M Y  PA R T N E R  R E C O R D

All information in the Program Information and 
Address sections can be edited.  

When submitting Version 1 of a Proposal, ensure these 
sections are up to date, or edit them if needed.
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C R E AT E  N E W  PA R T N E R  C O N TAC T S

From My Partner Record, you can create 
new Partner Contacts for anyone at your 
organization needing access to Salesforce.

Fill in their First Name, Last Name, Email 
and Title.

Your charity: water contact will enable the 
requested contact, which will send the 
Welcome Email to the provided email 
address, allowing the new contact to 
create their unique password and login to 
Salesforce.
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Click ‘Proposals’ to find summary data for your organization’s active proposals.

Click the blue text under Grant Name to be taken to that proposal, where you can view and download the Request for 
Proposal, and upload and submit proposal documents.

When the ‘Status’ begins with ‘cw’, the proposal is with charity: water for review. When the ‘Status’ begins with ‘PTR’, 
the proposal is with your organization for your action.

P R O P O S A L S

Only edit and upload documents to proposals with a Status beginning with ‘PTR’.
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Each Proposal has a Compliance Checklist, which you can find in the right hand column of the Proposal.

C O M P L I A N C E  C H E C K L I S T

Program Finance will check off each required compliance 
document on the Compliance Checklist when it has been 
reviewed and approved.

Use the Document Upload 
Process to add requested 
documents directly to the 
Compliance Checklist. 

You can navigate to the Compliance Checklist of a Proposal to see 
any outstanding documentation required for Proposal approval.
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Click ‘Grants’ to navigate to Open, Closed, or All Grants.

G R A N T S

Click the       down icon to change which grants you see. For 
example, you can select Open Grants to only see grants under 
implementation, or select Closed Grants to see past grants.

Click the blue text under Grant Name to be taken to the grant, 
where you can find all related information and documentation.
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Click ‘Grant Agreements’ to find all Grant Agreements related to your organization’s open and closed grants.

G R A N T  AG R E E M E N T S

Click the blue text under ‘Grant Agreement Name’ to see the Grant Agreement in Salesforce, find supporting 
documents and final signed grant agreements.
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‘Reports Due’ shows upcoming reports for open grants that have yet to be submitted to charity: water for review, along with their due date. 

R E P O R T S

Click ‘Reports’ to see Progress and Completion Reports related to your open or closed grants.

‘Report Revisions’ shows reports for open grants which require revision and resubmission.

‘Approved Reports’ shows reports that have been approved and finalized for all grants.

‘Submitted Reports’ shows reports for open grants that have been submitted to charity: water for review. 

‘All Reports’ shows all reports, including those due, in progress, or completed for open and closed grants.

Click the down icon to see other list view options.
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D I S B U R S E M E N T S

Click ‘Disbursements’ to see Upcoming and Previous disbursements.

• ‘Disbursement Date’ is the planned date the disbursement will be sent. This will be updated by charity: water during the process of reviewing a report.

• ‘Amount’ indicates the planned disbursement amount. When Status is ‘Scheduled’, Amount will match what is planned in the Grant Agreement. When submitting a 
report for review, Amount will be updated by charity: water to accurately reflect the Request for Next Quarter.

• ‘Status’ indicates where the disbursement is in its approval flow. Scheduled means we have not yet received the report tied to that disbursement; Pending 
Approval means the related report is under review; Approved means the amount and date of payment are final; and Paid means the disbursement has been sent. 

You will be able to, at a glance, see the following for each planned disbursement:

• ‘Type’ indicates whether the disbursement is tied to a Grant Agreement (Initial), Progress Report (Interim), or Completion Report (Final).

Click the down icon to see other list view options.
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M O R E

Click ‘Grant Portal Guidance’ to access this guidance document.

Click ‘More’ to find additional resources and guidance.
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Document Upload

0 3

H OW  TO  U P LOA D  A N D  L A B E L  D O C U M E N T S
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D O C U M E N T  N A M I N G  C O N V E N T I O N

[ G R A N T  I D ]  P R O P O S A L  N A R R AT I V E _ V 1 _ [ DAT E  O F  S U B M I S S I O N ] . D O C

[ G R A N T  I D ]  P R O P O S A L  B U D G E T _ V 1 _ [ DAT E  O F  S U B M I S S I O N ] . X L S

G R A N T  I D
You can find this in the 
grant’s Request for 
Proposal.

D O C U M E N T  T Y P E
This should be Program 
Profile, Narrative, Budget, 
Response to Comments, or, 
if a supporting document, a 
descriptive name for the 
document.

V E R S I O N
This is the version of 
the document being 
submitted, and 
numbers should be 
consecutive. Note the 
final version of the 
documents will be 
updated to say “FINAL” 
by charity: water.

S U B M I S S I O N  DAT E
This is the date documents 
are uploaded to Salesforce 
for submission to charity: 
water. While the date can be 
in any format (ex. 
DDMONTHYY, DD.MM.YYYY) 
please be consistent across 
all documents.

When uploading documents, please ensure they are labeled as:

Example: BD.WFT.1H.21.665_ProposalNarrative_V1_26July2021
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U P LOA D  F I L E S

Find the ‘Files’ section in the right column of a Proposal, Grant Agreement, Grant, Report, Amendment, Disbursement, Compliance, Profile, or My Partner record.

Click ‘Upload Files’ or drag and drop a file to 
begin the upload process.

The process for uploading documents is the same across Salesforce.

Click ‘Next’ to advance to the next screen to 
categorize the file.

Select the file you want to upload from your 
computer.
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C AT E G O RY  &  S U B - C AT E G O RY

Record Type defaults to 'Programs Team’. Do not edit.

Title should follow the Document Naming Convention.

Category is the record to which you are uploading documents. 
Click the down icon to select this first.

Sub-Category will display different options depending on the 
Category you select. Click the down icon to select.

All Category Options Sub-Category Options (Proposals)

IMPORTANT!

After clicking ‘Next’ you will be brought to the ‘Add File Details’ screen.

Title, Category and Sub-Category are required fields. 

These fields will help us identify each document, so please 
label them accurately. 
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E D I T  F I L E  D E TA I L S

If you need to update a file’s Title, Category and Sub-Category after uploading, click on ‘Files’.

Next, click on the      down icon next to the file you want to edit.

Finally, click ‘Edit File Details’. This will give you the same options as shown on the previous page.

Step 1

Step 2

Step 3

Step 4

Click ‘View File Details’.
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A D D  F I L E S  F R O M  S A L E S F O R C E

If you want to add files that you have already uploaded elsewhere in Salesforce, click ‘Add Files’.

Documents you have 
uploaded elsewhere in 
Salesforce will appear here.

The file you select will maintain the Category and Sub-
Category you selected when you originally uploaded the 
document.

Follow the instructions on the previous page if either needs to 
be updated.
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TA S K S

Tasks are how charity: water alerts you that your action is needed.

You will receive an email when you are assigned a task. A red 
notification will also appear over the bell icon at the top of the screen. 
Click the bell icon to see a summary of tasks assigned to you, and 
click on any task to open it.

‘Related To’ will link the task to the record where your 
action is needed.

‘Due Date’ is the requested date to complete the task.

‘Status’ can be updated to mark a task In-Progress by 
clicking the grey pencil icon.

When you have completed the requested task, hit 
the ‘Mark Complete’ button at the top of the Task’s 
screen and then select “Completed”.
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Submission & Revision

0 4

W H E R E  TO  F I N D  G R A N T- R E L AT E D  
I N F O R M AT I O N  A N D  TA K E  AC T I O N
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S U B M I S S I O N  &  R E V I S I O N

The ability to submit and revise grant-related information is the key function of the partner portal.

Process:

1. If you are assigned a task to submit or revise grant information, first navigate to the Task and click the text under ‘Related 
To’. This will bring you to the location where your action is needed.

2.a. If submitting documents for the first time, upload documents to the ‘Files’ section following the Document Upload process. 

2.b. If revising documents, first navigate to the ‘Files’ section to preview and download charity: water’s comments, which will 
     be in a document labeled ‘Comments’. Revise documents accordingly, then upload to the ‘Files’ section.

3. Click back to exit the ‘Files’ section. At the top, you will find buttons that will say some variation of “Submit Documents” 
depending on where you are submitting the documents and what the status is (initial submission or revision). Click this 
button to submit the documents to charity: water. 

4. You will know you are successful because the ‘Status’ at the top of the screen will update from ‘PTR - …’ to ’cw - ….’, 
indicating the record is with charity: water for review.

Example Proposal buttons: Example Report buttons: Example Amendment buttons:

Submission buttons can be found on Proposals, Grant Agreements, Reports, and Amendments.
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Requesting an 
Amendment to a Grant

0 5

N E W  P R O C E S S  F O R  R E Q U E S T I N G  G R A N T  
A M E N D M E N T S  D I R E C T LY  I N  S A L E S F O R C E
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R E Q U E S T I N G  A N  A M E N D M E N T  ( 1 / 2 )

Navigate to any open grant to request an amendment for that grant. Click ‘Request Grant Amendment’ at the top of the screen.

Select the amendment type from the dropdown menu. 

NOTE: If you need a No Cost Extension and another amendment 
type, please select ‘No Cost Extension’ from this menu. We are 
working to improve this functionality so you can select more than 
one amendment type if needed.

Click ‘Next’.
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R E Q U E S T I N G  A N  A M E N D M E N T  ( 2 / 2 )

You will receive an email with the subject ‘Documentation required for your requested grant amendment’.

Review the requested information and prepare the 
necessary documentation for submission.

Click ‘View Grant Amendment’ to navigate to the 
amendment where you will submit documentation.

Follow the Document Upload process to add the 
requested documentation to the ‘Files’ section on the 
amendment. 

Click                                      to submit the 
documentation to charity: water for review.

charity: water will assign you a task if resubmission is needed, or if your review and signature is requested on an 
approved amendment.
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Thank you!

E M A I L  
S H A N N O N .W H E E L E R @ C H A R I T Y WAT E R . O R G  
F O R  Q U E S T I O N S  A N D  T R O U B L E S H O OT I N G .

mailto:shannon.wheeler@charitywater.org

