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This user guide provides an overview of the essential features you'll encounter upon logging into 

the Portal. It also includes a sample layout of your Homepage, how to view Funding Awards and 

Requirements, and guidance on how to request Portal support.
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Portal User Guide: 

General Portal Overview

Updates may be made to this guide on an ongoing basis. As the system evolves, the screenshots in this document 

may differ slightly from actual layouts—material differences will be updated as needed.
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1.0 Homepage Layout

Grants Tab: Access Grants visible to you and other members of your Organization who are 

part of the designated Funding Opportunity Team, as determined by RF. From this tab, you 

can navigate to submit Requirements such as the Pre-Grant Questionnaire and 

Deliverables.

Donations Tab: Access Donations visible to you and other members of your 

Organization who are part of the designated Funding Opportunity Team, as determined by 

RF.

Forms & Templates Tab: Access links to essential forms and templates, including 

Rockefeller Foundation Policy Guidance, Proposal Development templates, Grant Award 

Process instructions and forms, and Reports and Deliverables guidance and templates.

Search: Search for any Funding Award.

Notifications: View pending alerts related to Funding Awards.

Settings: Update your Profile or Account settings, easily navigate back to the homepage, or 

log out.
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2.0 View Your Funding Award

a Navigate to your Grants Tab or Donations Tab to view your Funding Awards.

Click the hyperlinked Award link that you want to review in further detail.b
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3.0 Navigate Through your Funding Award

a

Note: Tabs for Grant and Donation Funding Awards vary.

Details Tab: Contains key information about the Grant, such as the Purpose Statement and RF Contacts.

Requirements Tab: Displays the status of each Requirement and place to upload to upload/submit 

Requirements.

For more information about submitting Requirements, view the Submit a Requirement user guide.

b
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c Disbursements Tab: Shows details on Disbursements, including status, amount, and other relevant 

information.

Amendments Tab: Displays Amendment type and status.

Team Tab: Displays your Organization’s Contacts associated with the Funding Award
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4.0 Request Portal Support

There are two ways to request Portal support – you can either (1) email the Portal support team directly for 

assistance, or (2) request support on a specific Funding Award through the Portal. Both processes are 

outlined below.

OPTION 1: Email the Portal Support Team

OPTION 2: From a Funding Award in the Portal 

Email portalhelp@rockfound.org describing your issue. Your case will be addressed by the Portal Help team 

who will respond via email. Please include your Funding Award name and any other relevant details (e.g., FO-

Grant-####### Award) in the message to help the support team quickly address your request for support. 

Navigate to the Funding Award on the Portal where you are experiencing a challenge and click Request 

Technical Support on the right-hand side of the screen.

Note: Your help request will be linked to this specific Funding Award when reviewed by the support team.

mailto:portalhelp@rockfound.org
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