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ACCOUNT ACTIVATION 
& SIGNING IN
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[your email address]

You will receive an email from our new grants 
management system, GivingData, inviting you 
to submit a report via the grantee portal. 
Please add mail@givingdata.comand 
noreply@givingdata.com to your emailsafe 
list/favorites to ensure that you receive the 
invitation and other communications.

From the email, you can click the Activate 
Your Account button to go directly to the link. 

LŦ ǘƘŜ ōǳǘǘƻƴ ŘƻŜǎƴΩǘ ǿƻǊƪ ŎƻǇȅ ŀƴŘ ǇŀǎǘŜ ǘƘŜ 
URL below the button into your web browser. 
The URL is specific to your user. (Do not copy 
the URL in this guide.) We recommend 
Chrome and Safari browsers.

Once registered you can login and proceed to 
the appropriate section.

Invitation Email

Tip: GivingData works best in a 
Google Chrome or Safairiweb 
browsers.
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If you require assistance or additional login credentials for other staff, contact grantsupport@houstonendowment.org or call (713) 238-8150.



[your email address]

You may receive an email inviting you to 
activate your grantee portal account.

From the email, you can click the Activate 
Your Account button to go directly to the 
link. 

If the button does not work, copy the URL 
listed in blue and paste it into a browser. 
(Do not copy the URL shown in this 
guide.) 

Account Activation Email
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Tip: GivingData works best in a 
Google Chrome or Safari web 
browsers.



Create a Password

When you visit the URL included in the email, you will be prompted to create a password, as depicted in the image below. 

Your username is your email address to which the invitation was sent. 
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Before creating a password, please note password requirements:

ÅAt least six characters long.
ÅA special character (!, @, #, &, $, %, etc.).
Å A number.
ÅA lower case letter.
ÅAn upper case letter.
ÅCase-sensitive.

Once you have a password that complies with the requirements: 

1. Enter the passwordin the first box.

2. Retype the password in the second box to confirm it.

3. Click Save.

If the password you attempt to create does not comply with the 
requirements, the field will be highlighted in red and a popup 
containing the requirements will display. Edit your password until it 
complies. You will only be able to click Saveand complete this step 
when your password meets the requirements.

1

2

3

[your email address].



Sign In

Once you have successfully created a 
password, a Sign In page will appear.

To sign-in:

1. Enter your Email Address.

2. Enter your Password.

3. Click Sign In.

Forgot your password? If you forget 
your password, click this link. 
A new screen will appear, where you 
can enter your email address and 
receive an email that contains a link to 
reset your password.
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1

Tip: Bookmark the Sign In page so 
you can easily return to it: 
houston-portal.givingdata.com.

2

3



Grantee Portal Home

Upon login, you will see the Home page. Click        (Home) at any time to return to this view.

Mobile device? This is a responsive platform, which means that the view will change as you shrink your browser window or if you are viewing it 
on your mobile device. The layout might look slightly different, but it will have the same functionality that is available inanexpanded-web 
view.
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Mobile or Condensed Web View

In this view the menu is 
collapsed into a hamburger 
menu (right and below). Click on 
it to view the menu.



GRANTEE PORTAL OVERVIEW
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Grantee Portal Home
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Dashboard

Top Menu

[Your Name]

[Organization Name]

Home Notifications

[Name]

Hamburger Menu
This menu appears in mobile 
and condensed browser 
views. Click on it to expand 
or collapse. It includes the 
Top Menu options plus 
Home.

Upon login, you will first see the Home page. You can access everything you need from this page.The key areas of the Home page are highlighted 
below. By clicking (Home), you can return to this view from any screen in the system.

Profile
Click on your name to 
Manage your profile or 
Sign Out.



System & Dashboard Forms

Home: clicking on this icon will take you to the home 
view.

Hamburger Menu drawer: click it to expand and view 
the steps menu. Click again to hide.

Notifications: clicking on this icon will display a list of 
notifications (if any).

Question mark: click to display a description or 
instructional text.

Hamburger Menu: Click to expand and view a menu. 
Click again to hide.

Incomplete Step

Active Applications Completed Step

Active Grants Flagged Step

Closed Grants Pencil: click to edit a field.

Declined Applications
Progress Indicator: In a modal, this will indicate how 
many steps and which step you are on.

Legend of System Icons
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You may notice activity in the lower left corner of the window. GivingData will notify you as it is auto-saving 
or confirm that allchanges have been saved. If they system is not auto-saving, it will indicate that as well, so 
you know to save your work as you go.



Manage My Profile

From the top menu, click on your name to expose a dropdown menu, then select Manage My 
Profile. The page has two tabs: Account Informationand Change Password.

Account Information
Username/Email: Delete the existing information and type the username you prefer to use in 
the text field. Use this when you next login.
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[Name]

Profile Photo: To add or edit a photo, 
click Edit Photo. 

An Edit Profile Photo modal will appear. 
Draga file into the upload box orclick 
Select Fileto choose a file. Once a file is 
successfully uploaded, it will appear in 
preview. You can drag, expand, and 
move the display area. 

To delete the profile photo, click the red 
Delete Profile Photo button. 

Once you have chosen the display area, 
click Save.

Change Password
To change your password, select this 
tab. Then enter your Current Password, 
followed by the new password twice. 
(Refer to password guidelines on page 
4.) Click Saveto save your changes.

Photo Modal Window



Use the menus (Top, Dashboard, and Hamburger) to navigate throughout the portal. Each menu displays the same options. Click on the title 
or an icon to access the corresponding section of the portal (i.e., clicking Active Grants will take you to the Active Grants section). Within 
sections and forms, you will find hyperlinks and buttons to help you navigate. Keep in mind that the hamburger menu will onlydisplay on 
mobile devices or condensed-browser views.

Navigation
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[Name]

[Organization Name]

Alert Badges
The portal uses an alert 
badge system to indicate 
how many items you have in 
each category. In the 
example (right), a 1 appears 
in both the Top Menu and 
on the icon on the 
Dashboard to indicate there 
is one (1) Active Grant.

This can help you focus in on 
where you might need to 
review information or 
complete forms.

Hyperlinks and Buttons
Within each section and its corresponding forms (i.e., Applications and Reports), you will find hyperlinked text (top 
left) and buttons (lower left) with clear descriptions to help you navigate between pages.



Active Applications
If you have any pending requests for funding 
currently in the system, they will be listed here. Click 
this section to view the list and navigate to 
application forms. 

Active Grants
If you have any approved, active grants, they will be 
listed here. From the list view, you can navigate to 
view grant details. Detail view pages include general 
information, payment information, and forms 
related to the grant. Please note, grants submitted 
and approved in our previous system may have 
abbreviated information available. 

Closed Grants
If you have previously approved and now closed 
grants, they will be listed here. Please note, grants 
submitted and approved in our previous system may 
have abbreviated information available. 

Declined Applications
If you have submitted any applications that have 
been declined, they will be listed here.

Sections
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Form Basics
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Å Number
Å Text
Å Check box
Å Paragraph with rich text

Å Date
Å Dropdown select
Å Upload

Applications and Report forms are used to request information using the following field types:

Required Fields
Fields marked with red asterisks (*) are required and must be complete for a form to be 
submitted. If you leave a required field blank, you may see this error:

Field Expansion 
Some text and paragraph fields have diagonal lines in their bottom right corners. You can 
click and drag these marks to expand the field.

View/Print Full Form (Report or Application)
Each form gives you the option (from the tile and from the steps menu within) to 
View/Print the Full Form. Upon clicking the text or button, a modal will appear. Scroll to 
view all fields.
Å Include/Exclude Responses: You will have the option to view the form with or 

without responses. Tick the box at the bottom of the modal to include or exclude 
responses. 

Å Print: Select the Printbutton from the bottom of the modal.
Å Close: To exit the modal, click the Closebutton at the bottom or theX at the top 

right of the modal.



Field Types: Number, Text, and Check box
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Number
Number fields are not specially marked in a way that 
distinguishes them from text fields. The prompt is a good 
clue that this is a number field by asking for a numeric 
value. 

If you try to enter letters into a number field, you will get 
an error message in red (depicted above). If this occurs, 
delete the content and enter numbers.

Do not use symbols such as commas or periods as 
separators. This field only accepts whole numbers.

Text
The standard text field is a blank white box in which you 
can enter letters, numbers, and characters. A text field is 
an indication that the response is meant to be short. 
(Paragraph fields are used for prompts that require longer 
responses.)

Checkbox
This type of field is exactly as it sounds: a box to be 
checked or unchecked. Click on the box to check or 

uncheck it as needed.



Field Type: Paragraph with rich text
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Paragraphwith rich text
Paragraph fields are provided for prompts that require 
longer responses. 

In addition to providing more space for your answer,  they 
also include a grey formatting bar and a live word and 
character count.

The grey box labeled Charactersprovides a live count of 
your characters.

The grey box labeled Wordsprovides a live count of your 
words.

Formatting bar symbols

|Quote                                 | Italic                               | Bulleted List                        | Insert/Edit Link                | Undo

|Bold     | Underline                           |Ordered List                        | Redo        



Field Type: Date
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Date fields include a calendar select tool. It is indicated by a calendar icon. Click the icon. A calendar select tool (shown 
below) will open to a view of the current month.

You can use the arrows to navigate backward or forward in time. 

To quickly navigate to different months or years, click the text (between the arrows) to view the level up. For instance, in the
example below, if you are in a date view, clicking November 2018 will open a list of months; clicking 2018 will open a list of years. 
You can drill back down by selecting a Year, Month, and finally the day.

Otherquicknavigationoptions includeclickingthe blue Todaybutton to selectǘƻŘŀȅΩǎdate or clickingthe red Clearto startover.

OnceȅƻǳΩǾŜselectedthe date youwant, clickDoneandthe selecteddate will populatethe field.



Dropdown select
These fields are indicated by the presence of arrows ( ) 

on the right side of the field. Click in the field to expose the 
dropdown menu. Select one of the options displayed.

Upload
Within forms, you may be prompted to upload documents. 
When you see the upload box (right), you can either drop the 
file you want to upload by dragging it into the blue box or click 
Select File ǘƻ ƻǇŜƴ ŀ ǿƛƴŘƻǿ ŀƴŘ ǎŜŀǊŎƘ ȅƻǳǊ ŎƻƳǇǳǘŜǊΩǎ ŦƛƭŜǎΦ 

We accept documents in the following formats: .jpg, .jpeg, 
.doc, .docx, .xls, .xlsx, .ppt, .pptx, and .pdf. Please do not 
include special characters (i.e.,  # : % *  / ( | ) > ? +) in your file 
names. 

If only one box is present and you need to add additional files, 
click Add Another File. (Note: The system prevents you from 
uploading a document more than once. Each file name must 
be unique.)

Field Type: Dropdown Select and Upload
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A successful upload will be indicated by:
Åthe document name appearing as a blue hyperlink and 
Åŀ ƎǊŜŜƴ ōŀǊ ƭŀōŜƭŜŘ ά¦ǇƭƻŀŘŜŘέΦ

Remove an uploaded item by selecting the red trash can next 
to the green bar.



REPORTS OVERVIEW
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From the detail view, scroll to the Reports section.

Identify the correct report and click Open Report.

This will take you to the Introduction for the Report you 
selected.

Note that this view displays the due date for the Report.

Accessing Reports
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After logging in select Active Grantsfrom any of the 
menus.

This will take you to a page that displays your active 

grant(s). 

Locate the grant for which you want to submit a Report. Click 
View Grant Details. 

1

2

3



Overview

Reports open with an Introduction step. 

Note that the Introduction step in the tab menu has a green check mark. This is 
always the case because there is no action for you to complete on this step. As 
you complete the required fields on other steps, check marks will appear in the 
corresponding circle (or, if you flag the step, an orange flag will display). All steps 
must be marked complete (with a green check mark) before you can submit a 
report.

A Report has three (3) main steps. 

1. Grant Details: This section contains fields related to the receipt and use of 
funds from Houston Endowment within the past year.

2. Payment EligibilityΥ ¢Ƙƛǎ ǎŜŎǘƛƻƴ Ŏƻƴǘŀƛƴǎ ŀ ǎŜǊƛŜǎ ƻŦ ά¸Ŝǎέ ƻǊ άbƻέ 
questions related to your organization and expenditures of the payments 
ǊŜŎŜƛǾŜŘ ǘƘǳǎ ŦŀǊΦ LŦ ȅƻǳ ŀƴǎǿŜǊ ά¸Ŝǎέ ǘƻ ŀƴȅ ƻŦ ǘƘŜ ǉǳŜǎǘƛƻƴǎΣ ǘŜȄǘ ŀƴŘ 
upload fields are available for you to provide an explanation.

3. Narrative Questions: This section contains text-entry fields with prompts 
asking for updates on your work, including activities and learnings.

During the Confirmation step, you will be asked to confirm that you are 
authorized to submit the report and the contents are true.

As a final check, the Review and Submit step displays the number of completed 
steps, as well as any steps flagged for further attention. If you are satisfied with 
the report and all steps have been completed, you can submit the report.
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Mobile or Condensed View

Reports will appear differently on mobile devices and condensed web-browser views. In addition, the tab menu that displays at the 
right will be hidden in a blue hamburger/drawer menu. Click on the blue icon, and a menu will slide out from the right side of the 
screen. Click it again to hide it.

The blue icon also displays which step out of the total steps you are currently viewing. In the example included here, it is 
the first of six steps (1/6).
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Step 1: Grant Details
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Complete each of the required fields (* ). This step 
contains number,  date, and paragraph fields. 

You may need to refer to financial information to 
complete this step.

If you need to return to this step, use the check box at 
the bottom of the page to Flag this step.

When you are ready to move on, click Nextat the 
bottom of the page to move to the next step. 


