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This guide is intended for Social Worker partners to assist with using the 
Application Submission Portal. Using the portal, social workers can… 

• Submit an application on behalf of a family 
• Review grant disbursements for families 
• See their previous applications 

 

 

Sections in this guide 

• Setting up your social worker account (Page 2) 
• Verify your social worker profile (Page 3) 
• Starting a new application (Page 4) 
• Creating a family profile (Page 5-6) 
• Completing the application forms (Page 7) 
• Submitting an application (Page 8) 
• Making changes to an application (Page 9) 
• Status of an application (Page 9) 
• Accepting a grant and viewing payments (Page 10) 
• Submitting an additional request (Page 11) 
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Setting up 
your social 
worker 
account 

To set up an account, a Fred’s Footsteps staff member will need to 
register you in our system. Please email diane@fredsfootstep.org to 
get your account set up.  
 

1. Once your account is created, you will receive an email. 
2. Click on the link in the email to access the portal. 
3. Once you are on the portal login page, click forgot password. 
4. A new email will be generated for you to update your 

password. Follow the prompts to reset your password.  
 
 
 

 
 
 
 
 
 
 
 

mailto:diane@fredsfootstep.org
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Verify Your 
Social Worker 
Profile 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once logged in, please verify that the data in your profile is correct 
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Starting a new 
application 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

On the bottom of your homepage, click on the plus sign that says 
“Get Started” to start a new application 
 
This section will be your dashboard and all in progress and prior 
applications will be listed here with a color-coded status on the 
bottom bar 
 

 
 
 
 



 

5 | P a g e  
 

Creating a 
Family Profile 

To create the family profile, click the blue open “OPEN” button 
 
From here, you will start with the eligibility questions and then create 
the basic family profile if the case meets the basic requirements.  

 
When creating the profile, you can chose whether to have a family 
assist with the application or if you plan to enter their information 
into their sections.  

• Please note that if the family will be completing their 
application you MUST enter a valid email address for the 
family.  

• If you will be completing their sections of the application, 
please enter your email for the family email  
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You can “Save as Draft” or “Mark as Complete”. ALL required 
questions must be completed in order to “Mark as Complete” 
 
 
Once you mark as complete, you will then need to click the green 
submit button to finalize their profile. 
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Completing 
the 
application 
Forms 

There are three sections in each application:  
- Social Worker Section – ONLY you can see and complete this 

section. 
- Family Section – both you and the family can see and edit this 

section 
- Statement of Needs - both you and the family can see and edit 

this section 
 

 
 
* Please be sure that you are NOT working on this section at the 
same time as the family. We recommend that you ask the family to 
let you know when they are working on it so data is not accidentally 
overwritten.  
 
Open each section and complete all the questions in the section.  

- You can “Save as Draft” or “Mark as Complete”. ALL required 
questions must be completed in order to “Mark as Complete” 
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Submitting an 
Application 

One all sections are complete, the family and social worker need to 
sign off on the release form in the Statement of Needs section. 
 
Please note – the family is unable to mark the Statement of Needs 
section as complete since social worker sign off is needed. If a family 
is working on the application, please advise them to save as draft so 
you can then complete the final submission and sign off. 

 
Once all sections are complete and you have signed off on the 
application, press the green SUBMIT button. 
 
The status of the application will then change to UNDER REVIEW and 
you will be unable to make additional changes. 
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Making 
changes to an 
application 

Once an application is submitted, it will be reviewed internally by our 
staff.  
 
If any changes/updates are required, our staff will contact you and 
revert the application to draft status for you to make the needed 
changes.  
 
After making the requested changes, you may resubmit the 
application by pressing the green SUBMIT button 
 

Status of an 
application 

Under each application in your portal, you will see a status for the 
applications.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once an application has been reviewed by the grant committee, the 
status will be updated, and an email will be sent to you regarding 
funding.  
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Accepting a 
grant and 
viewing 
payments 

If an application is approved, the email will include the expenses that 
have been approved for payment.  
 
You then need to login to the portal to accept the grant.  

- First, click on VIEW to see the grant information. The, click 
OPEN to accept the grant 

 

 
Both you and the family can then log back into the portal to view 
each individual expense (under Grant Disbursements) and the status 
of the payment. 
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Submitting an 
Additional 
Request 

Once a family is approved, you will see a button appear under their 
application to submit an additional request.  
 

 
 
Complete the form and click submit.  
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