SALESFORCE APPLICATION SYSTEM GUIDE
1. Navigate to https://gfta.force.com.
2. Select the

button in the top right corner or the red Apply for a Grant button to the right of

the dancers (indicated by the gold arrows).

3. You will then be directed to the Log In page. Select the ‘Not a Member?’ link (indicated by the gold
arrow). Once you create your account, you will log in from this same screen.
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4. If you are applying to Grants for the Arts, you must register as an ORGANIZATION. Click on the dropdown menu, and select ORGANIZATION. Please do NOT register as an Individual.

5. Once you select Organization, the screen will update. Complete the displayed registration fields. The
First and Last Name entered should be for the person who will manage this account, typically the point
person for your GFTA application.

6. Select the

button to complete the registration process.
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7. You will then be directed back to the GFTA community as a logged in user. The GFTA community
consists of everyone that registers to apply to GFTA. The page you land on to access the application,
the page screen-captured below, is the “Community Page”.

Below the photograph, you will now see two columns. The left column will display available grants as
well as resources to assist with the application process. The right column will display applications you
have in-progress or that have been submitted.
8. To begin an application, select the “Apply for a Grant” button or the “Start an Application” link (both
indicated with gold arrows above).
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9. You will then be taken to the page that lists available grants. Choose either an ARTS or PARADES
application, as appropriate for your organization. If you produce a parade or annual festival (outdoor
free event) and that is the only activity for which you are applying, you will choose the PARADES
application. If you are unsure which to choose, please contact GFTA Staff at 415.554.6710 prior to
starting an application.

10. A landing page for the grant you selected will now appear. Click either the “Start an Application” link or
the “Apply for Grant” button (indicated with gold arrows below).
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11. The application pages will then appear in a new window. Each page will say “Edit Arts Application” or
“Edit Parades Application” at the top. Fill in the requested information for each question. Questions
marked with a red asterisk require an answer before you can navigate to another page.

12. At the bottom of each section is a blue NEXT button (indicated with the orange arrow below). This
button is very important! It not only takes you to the next page of the application, but will also save
the information you’ve entered on the current page. Please remember to click NEXT to save your
work. Even if you have not answered all the questions on the current page, click NEXT to save the
responses you have entered.
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12 continued
If you need to skip a required question, enter any random letter or number and move on. Do not close
the window by clicking the X at the top right corner! If you wish to save your work on that page, click
NEXT first.
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13. Once you have clicked through the last page of the application, or you return to an application in
progress, this is the page you will see:

We call this the Application Overview page. This page provides an overview of the information entered
into your application. If you wish to edit an in-progress application, choose the “Edit ___ Application”
button (indicated by the gold arrow and oval above).
When your application is complete and you’re ready to submit it, hit the “Submit Application” button
(indicated by the green arrow and oval above). You will see a confirmation message. An email
confirmation will also be sent.
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HELPFUL HINTS
1. We STRONGLY URGE you to download the Application Questions document from the resource area on
the Community Page (the left column underneath the picture of the dancers), and use it to prepare
your final responses BEFORE you log in and start completing the application form. This will make
entering the information into the online system a much smoother process.
2. Remember that for all pages, you must click to the NEXT page in order to save your entries. If there is a
required question on the page (marked with a red asterisk) that you are not prepared to answer yet,
type any character in the box so that you can click NEXT to save your work and return to complete it
later. Be sure to make a note for yourself of where you left off.
3. The application is not submitted until you hit the “Submit Application” button on the Application
Overview page. This is the page you arrive at after you click “Next” on the final page of the application.
You can also navigate to this page from the “My Grant Applications” section of the Home page after
you’ve logged in.
4. The ability to generate a PDF of your completed application will be available before the application
deadline of February 8, 2019. A button will appear on the Application Overview page when this
function becomes available. We will email all registered users when it comes online. There are only
two downloads available, so please wait until your application is more or less complete before you use
this function.
5. The deadline is February 8, 2019 at 11:59 p.m. No applications will be accepted after this date

Page 8 of 8

