ELTON JOHN
AIDS FOUNDATION

GUIDE FOR USING THE ELTON JOHN AIDS
FOUNDATION'S CONCEPT NOTE PORTAL

Step 1: Access Concept Note Portal

Please click here to Access to the Concept Note Portal. Please click on the log in button (please see
screenshot below).

o E‘E‘an“ Home Requests for Proposals ‘

Existing users: You will be redirected to a page to enter your Username and Password. Please see
screenshot below:

& Lisername

~
B Password

Login

Forgot password? REGISTER

New users: Click on the ‘Register’ button and this will redirect you to a page where you can enter your
First Name, Last Name, and email address. Click ‘Sign Up’. Please see screenshot below for guidance.

- First Name
& LastName

& Email

SignUp

Already have an account?
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You will receive a welcome email to the portal, this will include your username. Please see screenshot
below:

Dear )Od

Welcome to the Elton John AIDS Foundation Community Portal!
To get started, please click on the link below to confirm your email address and set a new password.

https://ejafgrantees.force.com/login?
c=bOVtgliiwCnkpfTZSMLErTIVWNILSwt.RN.ERE2HsDMMISbO1Fx mSdOytkpMORh4la dDguCF.hg3ZBn00drSuxwROwgrVMixs93z.AXksPe6cVn01ESNTYTINSAyFulMBlw2arASx0sQdh

When logging in, please use the following Username: XX

Once you have set your password, you will gain access to the EJAF Community Portal. You will be able to submit a Concept Note for an open Request for Proposals, complete a
Grant Application and if you are an Active Grantee, submit Grant Reports and see your Targets, Results and Grant information.

If at any time you forget your password, please click 'Forgot Password' on the home screen to set a new one.
Best wishes,

Elton John AIDS Foundation

Step 2: Access the Request for Proposals

Once logged in to the Grantee Portal:

1. Click on the ‘Requests for Proposals’ tab to view a list of all Calls for Proposals available.
2. Click on the Request for Proposals record you want to apply for and view the relevant details.

ELTON JOHN -
o A1DS FOUNDATION Home Requests for Proposals My Concept Notes My Applications & Grants My Grant Reports a 0

OPEN REQUESTS FOR PROPOSALS

Request for Proposals Name Date Opened Due Date for Concept Notes
RADIAN: Unmet Need Fund 19/07/2021 16/09/2021 13:00
View All

Step 3: Start Concept Note

To start a Concept Note:

1. Click on the ‘Start Concept Note’ button

ELTON JOHN o
o AIDS FOUNDATION Home Requests for Proposals My Concept Notes My Applications & Grants My Grant Reports a @0

Request for Proposals

RADIAN: Unmet Need Fund

Request for Proposals Name Date Opened

RADIAN: Unmet Need Fund 19/07/2021

Program Due Date for Concept Notes
RADIAN 16/09/2021 13:00
Applicable Countries@ Due Date for Applications

Ibania;Armenia;; i us;Bosnia and

Her i i i i i atviaiLi
ova;Montenegro:North

ia;Taijikistan; istan;Ukraine;Uzbekistan
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2. Fillin all the required details in the ‘Start Concept Note’ popup.

Start Concept Note
~

Note
J12 nepeBoa Ha PYCCKHI S35IK HABEAHTE KyPCOp Ha 3HATOK MOCIE KAKIOT0 BOIPOca
*Are you a non-profit organisation? @@

--None-—- 3.4
*Will you support Key Populations/PLHIV? @

--None— W
* Country of project implementation @

--None-- A4
*Select Country of Implementation @

--None-- 2
*Project Name
*Organisation @

Search Organisations... Q hd

3. Please select new organisation from the drop down under the organisation section.

* Organisation

Eea'ch Organisations... Q

4+ NewOrganisation

» Please fill in all the sections required in the ‘Organisation’ pop up.

Organisation Information

* Organisation Mame ® Income {last year}

Parent Organisation * Expenditure {lastyear)

Search QOrzanisations...

* Registration Mumber * Organisation Currency
GBP - British Pound ¥
* Registration Date * Last Financials Date
= B
*Monprofit? Region
~None-- = —-None-- g

*Ma. of Volunteers

~None-- -
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4. Once the Concept Note is created, a message with a link to the Concept Note will appear.

0 Concept Note AS Concept Note Test was created. X

You can then access the Concept Note by:

o Clicking on the link with the name of your concept note in the above message; or
¢ Nauvigating to the ‘My Concept Notes’ tab in the navigation bar and clicking on the new Concept
Note in the list of your concept notes.

(Q Please note that you may need to refresh the page for the new Concept Note to display in the
‘Concept Notes’ related list.

Step Four: Fill out the Required Details.

Once the Concept Note is created, please complete the required details.

Please Note: When answering the application questions, please navigate to the information graphic (

o ) to additional information on what information to include in your answers to each question. Please
see the screenshot below of a question with this graphic on the system.

Long Questions

Please answer all questions in the survey form below. When you have finished filling in the form, please click the "Confirm Responses" button. This will check your responses to ensure that all questions have
been answered. If the responses are confirmed, the response form will be locked. If not, you will receive an error with further details.

Confirm Responses
Your Concept Note / Bama xosmenTyamsmas 3asexa
Before submitting your concept note, please read carefully the RADIAN Unmet Need Fund Opportunity Al (s at johnai i ian), i ing the sections on What
We Will Fund, Eligibility Requirements, and Selection Criteria. / ITepes moaweif Bamest KoRmenTyaTbHOH JAMEKH, TOAXATYHCTa, <O o xomKypce mo komxypcy RADIAN
«Hacymmste nyxn (ckagaTs 3necs: eltonjohnaidsfoundation.org/radian), Bxmoeaas pastets O H ¥ MBI IO Ki n Kpureprn o160pa.
* 1. Executive Summary: What are the main expected results and activities of your project? {150 words) / Kparxoe pesioxe: Kaxosst De3yTETATEL M MepONpPHATHS Eamer o npoexta? (150 c

Salesforce Sans v || 12 v||B | T|V | &| E|E|E | E S|k

‘/are the problem(s) in your city/region/country that you are proposing to address? (250 words) / Kaxosa npo: & ) B Bameym ropoze/p pae, KOTOPYIO B5I IIpEL; pemmrs? (250
c ‘GB)Q

In addition to answering the Long Questions, you also need to select the Country of Implementation
and the Population Groups Supported within your project at the top of the page. Please Note: if the
population you will support within your project does not appear in the list, please indicate this in your
concept note and select "Young People 10-24" as a placeholder in the list.

Countries of Implementation Population Groups Supported@
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Step Five: Upload supporting Documents.

Lower down on the same page, under Proposed Budget, upload a budget for your proposed project
(you may choose your own format). Upload the file by clicking on 'Upload Files' in the 'Files' list.
Proposed Budget

Please upload a budget in USD. When you are done, please check the “Budgeted Uploaded” checkbox above to confirm that you have uploaded your budget. You will not be able to Submit your Concept Note

until you have confirmed that your Budget was uploaded. / 3arpysure, nowaay#icta, Siomxet » so1tapax CILIA, raxas ma smorxy “Upload Files” (“Sarpysmre dattma®). Iocae sroro mocrasste ranomey s o "Budget

Uploaded" (Bromxet sarpysicen) Bsmre, Tro6 o pysums czoft Siogxer. Bt : (PABHTE KOHTIETITYATERYIO 3Ky, 0K He NORTEEPANTE, TTo SROAKET Jarpy-ien.

Each application can request up to $1,500,000 USD. The Foundation will assess each application’s budget in relation to the proposed results. / MaxcHMaTsHas sanpalIueaeMas CyMa KakAOH SaBKH COCTABIICT

1.500.000 a071apos CLIIA. ®orst 6yAcT onermSaTs G1OmACT KaAOH SaXS 5 5 npockTa.

| Files (0) Upload Files

Title Owner Last Modified Size

Step 6: Submit the Completed Concept Note

Once you have completed the Concept Note Submission form, you can submit the Concept Note by
doing the following.

» Click on the ‘Confirm Responses’ button at the top of the page. This will check your
responses to ensure that all questions have been answered. If the validation passes, the
response form will be locked. If not, you will receive an error with further details.

Long Questions

Please answer all questions in the survey form below. When you have finished filling in the form, please click the "Confirm Responses” button. This will check your responses to ensure that all questions have

Confirm Responses.

been answered. If the responses are confirmed, the response form will be locked. If not, you will receive an error with further details.

‘Your Concept Note / Bama KoEnenTyaThHas 3agBKa

Before submitting your concept note, please read carefully the RADIAN Unmet Need Fund Opportunity A ( at eltonjohnai i ian), including the sections on What
We Will Fund, Eligibility Require and ion Criteria. / Tlepex moxated Bamef KoRMenT: & sanBxm, momayHCTa, ech <0 o korKYpCe Mo komkypcy RADIAN
«Hacymmsie myxsm (cxawats 7ecs: eltonjohnaidsfoundation.org/radian), sxmosan paszeas: O " v npoextoe, Kea .  Kparrepun otbopa.

» Please make sure you have uploaded your project budget. Once you have uploaded your
budget, please tick the box at the top of the page where it says, ‘Budgeted Uploaded?’, by
clicking on the pencil icon (please see screenshot below):

Budget Uploaded?@
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» Click on the ‘Submit Concept Note’ button and then ‘Save’ in the message window that opens.
If there are required fields that are not filled, you will receive an error with further details.

~
ELTON JOHN
o AIDS FOUNDATION Home Requests for Proposals My Concept Notes More v .!. e
Concept Note
E’ Submit Concept Note

Submit Concept Note
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