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Getting Started:
Why Use 

Charity Nexus?

Charity Nexus takes the paper application process to a whole new level.  
Charities can apply to a CFC region and get real time feedback about the status 
of their application. Charity Nexus saves applications and 
communication from previous years, allowing for charities to archive their 
applications and supported attachments. 
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Getting Started
The website to go to for charity applications is www.charitynexus.org/_apply.   
If you search for and end up on www.charitynexus.org you will see the button 
to click for charities or federations.

You will see two options on the website.  If you are 
new to Charity Nexus, you will have to register.  
If you are an existing user, you can click I HAVE 
REGISTERED LOG IN NOW. 



Registration

Helpful Hint: Duplicate EIN. If your 
organization’s EIN is in the system, you can request
to be added to that account. You can also indicate 
that you are from a new chapter if your charity has 
mutiple chapters. Check the box and click Register 
Me.

Click the button called I AM 
NEW REGISTER ME. 

Enter in the Following:
-Name
-Email

-Username
-Charity EIN

-Password

Passwords must be six or 
more characters and are case

sensitive.



Login

Enter in your usename and password. Then 
click GO.  If you need to reset your password, 
click I forgot my login or password.

Helful Hint: Password Recovery.  Enter the email associated with your 
account. The system will send an email with instructions on how to reset the 
password.  You may need to look in your junk/SPAM folder for the email from 
Charity Nexus.    	

Enter in your usename and password. Then 
click GO.  If you need to reset your password, 
click I forgot my login or password.



My Profile

Helpful Hint: My Profile.  
If you need assitance with reseting your password, you can contact the CFC office 
and request a temporary password.  Once logged in, you can go to MY PROFILE 
and update your password.  The name and email address can also be edited.  

My Profile is your personal profile and 
not the charity profile.  This is for your 
access into your Charity Nexus account.



Your Homepage Defined
VIEW OR EDIT MY CHARITY PROFILE

Helpful Hint: My Profile.  
The data from the profile will be used to auto-populate some sections of the application.  This 
will help save time while filling out the application.  Filling out the application MUST be 
completed in one sitting. 

The Bank account information is optional. There are two payment methods for processing 
your application: e-Check or Credit Card.

Please verify your profile data,       
including contact information,       
25 word statement, and 
optional bank account data. Then 
click UPDATE PROFILE.



Manage Website Users

As the main account holder, you have the ability to 
manage any other users from your organization that 
would also like to participate in the application 
process.
You can click to enable their request to access the 
charity profile and application. This is helpful when a 
change happens in the middle of the process and 
someone else needs to manage the account. 



View or Edit My Applications

Click VIEW OR EDIT MY APPLICATION
to see the status of your application(s) and 
make any necessary edits.

You can view previous year’s applications, and see the 
current status of your application here. Click the green cir-
cle to expand the data. 



Submit Application to a CFC

       When you are ready to start your 
application, click SUBMIT APPLICATION 

TO A CFC

Select APPLY AS AN INDEPENDENT CHARITY to 
start the application process.  Please note you must 
complete the application in one sitting.  



Before Starting The Application

How many parts are there?
The application has two parts:  the form and 
the attachments page.  

How do I save my application?

At the end of the form you will click the orange 
SUBMIT APPLICATION & PROCEED TO 
FILE UPLOAD.  This will save the form data.

What attachments will I need?

The top of the application form lists the 
attachments you may need. Charity Nexus will
accept most types of file formats (ex: Word, 
PDF, JPEG and TIF).

Where and how do I pay the fee?
The payment page is the last step in the 
process.  You can pay by credit card or 
e-Check. 



The Application

Application tips and details on 
the attachments will be at the 
top.

Helpful Hints: Application
Application data will only be saved after 
clicking the SUBMIT APPLICATION button. 
If any errors are found, the section will have a 
red line in the header. You must make a new 
application for the 2016 campaign year.

Select the CFC you wish to apply 
to from the list by checking the 
circle next to the name.   

The last section of the appliation
requires a signature and typed 
name of the applicant. Clicking 
submit application saves all the 
data entered. 



The File Upload Page
Upload each attachment by clicking Choose File, then 
Upload.  After you load the last file you can click 
SHOW/CHANGE ATTACHMENTS to see if there 
were any errors.

After clicking Submit, you will be taken to 
the payment page.  You can pay by e-Check or 
credit card.



The Payment Page

The e-Check option opens first.  To pay by credit 
card, click the PAY BY CREDIT CARD button. 
The data field will expand to display the form. 
Then click SUBMIT PAYMENT.

Once you submit the payment, your 
application is submitted to the CFC. You 
can see the status of it in View or Edit My
Applications.



The Review Process

What does each status mean?
Completed:  Application has been filled out and the attachments have been uploaded. The application   	
                         needs to go through the payment process and final submission to the CFC
Submitted:   Applications have been paid for and sent to the CFC.  No edits can be made to the 
                        application at this level. 
Returned 
Incomplete:  Application has been returned by the CFC for corrections. You can see the requested  	       	
                         edits in the Application Notes.  Make any necessary changes and click Resubmit.  Please  	
                         see next section for the editing process. 
Withdrawn:  After submitting an application, the charity can withdraw the application, which 
                          removes it from the queue on the CFC side. 
Awaiting 
Reviewer 
Assignment: The application has been accepted and is waiting to be reviewed. 

Pending 
Approval:   The application is in the review process.
Approved:  The application has been approved
Denied:       The application has been denied

Important Note: Approved/Denied
The CFC will send out letters for applications that have been 
approved and for applications that have been denied. 



Editing The Application and Attachments
You may receive an email noticed that your application has 
been returned incomplete.  Login to your account and go to 
VIEW OR EDIT MY APPLICATIONS

Expand the Returned Incomplete by 
clicking the green circle.  Then click the 
second green circle to open your 
application.

Under Application Notes, you will see the issue. 
You can respond with a comment and click 
Submit to save that comment. If you need to edit 
the application section, click the blue Edit 
button.



Editing the Application Continued

You will see the application and can make any edits needed.  You 
will be required to type your name, role and sign the application 
in order to verify that you made the edits to the application. 
Click the Submit Application & Continue to File Upload button.

The system checks your attachments and then 
asks you to click the orange button to finalize the 
changes made.

Finally, click the Submit Application to 
send the application back to the CFC.



Editing Your Attachments
When you only need to edit your attachments, you can 
take a different path versus editing the application.  

Begin by logging in and going to VIEW OR EDIT MY 
APPLOCATIONS...

Expand Returned Incomplete, then expand your application.  
Scroll down to the bottom to the Attachments section of the 
application and click on the link called Click here to modify 
Attachments.  

Attachment editing continued on next 
page...



Editing Attachements Continued
To edit the attachments, click on the grey 
SHOW/CHANGE ATTACHMENTS 
button to expand the upload tool.

Click on RE-UPLOAD THIS FILE to 
select the updated file from your 
computer. 

After you have re-uploaded your edited
 attachments, scroll up and click the CLICK HERE
TO COMPLETE YOUR APPLICATION button. 



The final Steps
After you have edited and re-submitted, you will have to wait 
during the review process.  Please look out for email 
notifcations regarding updates to your application.  If you need 
a receipt for your records, you can go to MAIN MENU, my 
receipts

Click the green circle to expand 
the receipt data.  Then you can 
click the PRINT button to make a 
copy. 


