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Upload Documents FOUNDATION

You may upload documents to the portal in two ways:
= Drag and drop, or
= Select a file or group of files.

NOTE: Multiple documents may be uploaded at one time after clicking the <.

Click-and-Drag Method

1) Click the + icon to
¥ Documents
upload a document.
Requirement - Evidence of Sufficient Funds to Complete the Project — e
Upload Document
Reauirement Attachments
2) Click Add files. Select @ open x
the ﬁle(s) you W|Sh to T > ThisPC > Desktop > Test documents v O Search Test document:
upload. Drag and drop Organize ~  New falder X E- m @©
. = This P Name Date modifiec Type
the seleCted flle(s) to L’SDchgeds ) Anard letter 3.docx Microsoft Word |
the Upload flles 18 Desktop 653 Award leter 2.dock Microsoft Word |
. & Documents 'i—’l Award letter 1.doex % : Microsoft Word |
W|nd0W. & Downloads v < ’
File name: “Award letter 2 docx” “Award letter 1docx “Award lethy 3doo | Al Files () ¢
To select multiple files, I

click and hold CTRL,
then click each file you
wish to upload. Release
the CTRL key and drag
files to the upload
window.

Draq files here.

Add files Start upload

3) Click Start upload.

Upload files X
Select or drag files then start upload
Filename Size Status
Award letter 3.docx Requirement - Evidence of Sufficient Funds t v 12 KB o (D)
Award letter 2.docx Requirement - Evidence of Sufficient Funds t v 12 KB o (D)
Award letter 1.docx Regquirement - Evidence of Sufficient Funds t v 12 KB 0% @

Add files Start upload 35KB 0%
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4) When the upload is
complete, click the X to Upload files X
Close the WindOW Select or drag files then start upload
Filename Size Status
Award letter 3.docx 12 KB
Award letter 2.docx 12 KB
Award letter 1.docx 12 KB
Upload Complete! g 35 KB 100%

Standard Click-to-Upload Method

1) Click the =+ icon to upload
v Documents
a document.
Requirement - Evidence of Sufficient Funds to Complete the Project — e
Upload Document
Reduirement Attachments
2) Click Add files. Select Y- .
the file(s) you wish to ‘ # [ > s e » Destop » st docmens VRIS | - pre—
upload. Click Open. e il - o @
SRR a \-ame Date modified Type
To select multiple files, o Teess e e
CIiCk and hold CTRL, then g:'Du(umem.s @Awardleneﬂ.don: 6/6/2023 2:14 PM Microsoft Word L.
R . Downloads R 28 %
CIICk eaCh ﬁle you WISh to File name: | “Award letter 1.docx™ “Award letter 3.docx” “Award letter 2.docs -'| All Files (%) ¥
upload. Release the CTRL —

key and click Open.

Drag files here.

Add files || Start upload
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3) Click Start upload.

Upload files X
Select or drag files then start upload
Filename Size Status
Award letter 3.docx Regquirement - Evidence of Sufficient Funds t v 12 KB 0% (O
Award letter 2.docx Reguirement - Evidence of Sufficient Funds t v 12 KB % (5
Award letter 1.docx Requirement - Evidence of Sufficient Funds t v 12 KB 0% @
Add files Start upload 35 KB 0%
4) When the upload is
mpl lick X I :
co p_ete, click X to close Upload files X
the WlndOW. Select or drag files then start upload
Filename Size Status
Award letter 3.docx 12 KB
Award letter 2.docx 12 KB
Award letter 1.docx 12 KB
Upload Complete! g 35KB 100%

Still have grant portal questions? Send your question(s) to grantportalhelp@goldenleaf.org or drop by virtual
office hours (schedule posted here).
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