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Module I 
First time logging in;  

Creating a Profile 



Creating a Profile (Module I) 

To create a new 
profile, begin by 
clicking on this icon  



Creating a Profile (Module I) 

Select your organization type  
  

Organization Type Selection Options 
 
• 501(c)3 Public Charity 
• Church or Other Public Charity 
• Public School 
• Government Agency 
• None of the Above 
 



Creating a Profile (Module I) 
If you are a 501(c) Public Charity, you will be prompted to 
browse the IRS Database for your organization. Click the 
drop down box and choose “Browse choices”. This will 
open another window, where you will need to find your 
organization, then click “Ok”.   



Creating a Profile (Module I) 
If you choose any of the other options, you will be given the following fields to fill out. You’ll 
need to enter this information, and then click “Save”. If you choose None of the above, you 
will be given a message indicating that NCCF grants are limited to organizations that serve 
our affiliated areas. 



Creating a Profile (Module I) 
After you’ve entered the information in the previous screen, the fields below will become 
visible. Please fill them out, and then click the checkbox verifying that this information is 
accurate and complete.  



Creating a Profile (Module I) 
After you’ve verified all your information is correct, you will be asked to enter the 
credentials you would like to use to log into your Agency’s profile. Once you’ve entered 
your preferred email address and password, click “Save” at the bottom of the screen.  



Creating a Profile (Module I) 
You are almost finished adding your Agency! Click “Edit” to login to your new profile with 
the email address and password that you supplied in the previous screen.  



Creating a Profile (Module I) 
Enter your credentials and click “Save”. You’ll be taken into your profile, where you can 
change the your organization’s information, or add a grant application.  
 



Creating a Profile (Module I) 
Thanks for using NCCF’s Online Grant System!  

 
You have just completed “First time Logging in; Creating a 

Profile,” Module I of III.  
 

If you need additional assistance or review, Module II covers “Returning to our 
system and logging in,” and Module III covers “Adding a Grant Application.” 

 
   Additional training materials can be found at www.nccommunityfoundation.org. 

 
If you have questions or need additional help, please feel free to contact the 

NCCF Regional Associate serving your area. To find your Regional Associate’s 
name and contact info, please visit the following link: Meet our Staff 

 

http://www.nccommunityfoundation.org/
http://www.nccommunityfoundation.org/page/meet-our-staff
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