NextZen Applicant Guide

Following is a step-by-step guide to help you set up your organizational account in the new
NextZen Funding Portal. The guide uses the Human Services Funding Process (HSFP) for
the tutorial, but the steps are the same for the Arts & Cultural, and Community Nonprofit
Capital Improvement Program applications. Please reach out to Stacy Pethia
(spethia@albemarle.org) with any questions.



mailto:spethia@albemarle.org

Setting Up Your Account

1. Home page: https://albemarle-county.wizehive.app/organization/about
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Albemarle County contributes to numerous community non-profits that provide a wide variety of community services, from arts festivals to homelessness support. These contributions allow
the County to provide additional services and enriching programs for residents by leveraging the work of outside agencies.

Process and Timeline

Each fall, as part of the budget process, ity organizations request funding for the year from the County. These requests are read and rated objectively using established
criteria. Funding recommendations are presented as part of the County Executive’s Recommended Budget, which is typically released in February. During the budget development process that

follows, the Board of Supervisors makes final funding decisions.

Local non-profits cover a wide range of community needs, and there is a wide variance in the type and level of support they request from the County. The County has four programs for eligible
community agencies to submit funding requests:

1. Human Services Funding Process (HSFP): The HSFP process is the method used by the County to review and rate annual applications for funding from local area non-profits for programs
that serve Albemarle County residents in need of human services.

2. Cultural, Arts, and Festival Contributions: This program is for funding contributions to cultural, arts, and festival izations that provide progi 5 i opportunities, and/or
placemaking that contribute to quality of life for our community.

3. Capital Improvement Program (CIP): The County's Capital Improvement Program (CIP) serves as a planning and implementation tool for the acquisition, development, construction,
maintenance, and renovation of public facilities, infrastructure and capital equipment.

4. Other: Department of Finance & Budget Application Review Process: For certain community agencies that receive funding from the County, such as larger regional agencies and those
with a state relationship, Memorandum of Agreement (MOU) or regional agreements in place, funding is reviewed by the Department of Finance & Budget. These organizations will receive

m the Office of Management & Budget in October. For further i; i i bout the ication process, please contact the Office of

Management & Budget (budget@albemarle.org).

For more information about the HSFP; Cultural, Arts, and Festival funding, and the CIP program click on Programs in the lefthand menu, and select the program of interest.

Unsure of what funding to apply for?

2. Setupaccount

e Clickonthe LOG IN button in the upper right corner of the page and select ‘Sign Up’
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Albemarle County contributes to numerous community non-profits that provide a wide variety of community services, from arts festivals to homelessness support. These contributions allow
the County to provide additional services and enriching programs for residents by leveraging the work of outside agencies.

Process and Timeline

Each fall, as part of the budget process, i izations request funding for the year from the County. These requests are read and rated objectively using established
criteria. Funding recommendations are presented as part of the County Executive’s Recommended Budget, which is typically released in February. During the budget development process that
follows, the Board of Supervisors makes final funding decisions.

Local non-profits cover a wide range of community needs, and there is awide variance in the type and level of support they request from the County. The County has four programs for eligible

community agencies to submit funding requests:

e Onthel’M ANEW USER TAB, fill in your name and email address, and create a password
for the site. Click ‘Create Account’.
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Email

Confirm

Password

Use 6 or more characters, including at least one upper case

character and one lower case character and one digit.
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You will be sent a 6-digit confirmation code to the email address you provided. Enter that
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Your account is now set up!



Completing and Submitting Your Application

1. Once you enter the account verification code and click ‘Next’, the OPPORTUNITIES page will
open. All funding programs that are actively accepting applications will be shown here.
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2. Find the program you want to apply to, and click on the blue Apply button located on the
righthand side of the screen (see screenshot above).

e If youwant to preview the questions before you start working on an application, click on
the white ‘Preview’ button, then select the white ‘View’ button next the application section
you wish to preview.
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Organization Information
Application

Human Services Goals




3. Youwill now be asked to create your organizational profile.

e |FYOUARETURNING APPLICANT
» Organizational profiles for all who submitted applications last year were transferred to
the NextZen portal during the set up.
» Tofind your existing profile, your can search by your ORGANIZATION NAME or by
your ORGANIZATION EIN.
> Make sure the ‘Are you a tax-exempt organization’ button is checked.
> Click ‘Search Existing Profiles’
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continue with your application, click Create New Organization

Search by Organization Name

Search by Organization EIN

|Are you a tax-exempt organization?

Search Existing Profiles ‘ [ Create Using GuideStar ‘

OR
Create New Organization ‘

Back

e [FYOU ARE AFIRST TIME APPLICANT
» Click on either the ‘Create Using GuideStar’ button, or the ‘Create New Organization’
button. Again, make sure the box next to ‘Are you a tax exempt organization’ is
checked.

rE you atax-exempt organization?

I Search Existing Profiles Create Using GuideStar

OR

> Fillin all boxes on the Organizational Profile Page. If you chose the create your profile
GuideStar, many of the boxes will already be filled in.
» Clickon CREATE ORGANIZATION
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Executive Director

First Name Last Name Role or Title Email Address Phone Number

Organization Contacts
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Add Contact |  You can agd 9 more contacts

<

Back

e You can now add up to 9 contacts for your organization. Simply click the ‘Add Contact’
button found at the bottom lefthand side of the page.

Albemarle County Funding Portal

Back to Main Menu

Program Info Websits
Fligibility Check

Your Applications

Intake Executive Director

Human Services First Name Last Name Role or Title Email Address Phone Number
Funding Application

Organization Contacts

First Name Last Name Role or Title Email Address
X

First Name Last Name Role or Title Email Address
X

Last Name Role or Title Email Address
x

u can add 7 more contacts

e NextZen allows more than one organization staff member to work on an application.
Please refer to the How to Add Collaborators sections for instructions.

4. The next step is to determine your eligibility to apply for funding.

e Click the blue ‘Start’ button
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Your Applications
Eligibility Check

Intake

Human Services
Funding Application

Your answers to the following survey will help determine

whether you are eligible for this award at this time.
<=

e Answer each of the eligibility questions, and click the blue ‘Check Eligibility’ button in the
bottom right corner of screen.

e If your organization s eligible to apply for HSFP funding, a blue ‘Start Applying’ button will
display on the screen. Click this button to proceed to the application form.
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Congratulations! Your responses show that you're eligible to apply for
this awarggs ue to view and Stammage application.

Start Applying

5. Once you click the ‘Start Applying’ button, you will be directed to the YOUR APPLICATIONS
page. Your work will be automatically saved as a draft as you complete each section, and you



can access draft applications from this page by clicking on the ‘Continue working on existing
application’. For now, as this is the first application round in NextZen, you will need to select

‘Start a new application.

= a X

wh Organization X wh Program x o+

% albemarle-county.wizehive.app/program/human-services- funding-program/applicant/apply/program/human-services-funding-program?cycleld=1CREZ65qDXUtboKtHggpQ6Bprcfi.. & % (B @

€« > ¢ @
» | [3J AllBookmarks

1] @ Albemarle County,.. @ SharePoint @b Board Clerk @ LogIn  g]]j Census - Advanced.

@ Aber

€ BacktoM;

@ DHCD CAMS Portal - &2 ADP [ Kronos Workforce €. T} Adebe D @ Albemarle County C.. [ Proffers

Click here to

Draft applications
start anew

| canbefound here.

Eligibility Check
What do you want to do?

You have an active application for this Human Services Funding Prog

application

Your Applications
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Funding Application
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6. Select a name for the application. It is recommended you use a shortened version of program
for which you are applying for funding. Click the blue ‘Save Application Name & Continue’
button. If you will be submitting applications for more than one program, this name will help
you identify each application on the YOUR APPLICATIONS page.
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7. NextZen organizes the application into sections that can be completed independently. To
begin each section, click on the blue ‘Start’ button located on the righthand side of the screen.
Your work is saved automatically, and the blue ‘Start’ button changes to a white ‘Edit’ button
once you start working on a section. You can edit each section until you submit your

. .
application.
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8. Tables are now embedded in the application itself.
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For the table in the Program Budget section, you are only able to fill-in the cells in columns B, C
& D. The table automatically calculates the amounts in columns E & F. You may also upload a
.pdf copy of your program budget to provide more information. However, you must complete
the budget table in NextZen.
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Program Budget file upload

Choose File

9. To continue working on a draft application, navigate to the YOUR APPLICATIONS page, find
the program application, and click ‘Continue.
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10. Once you have completed all sections of the application, you can review your work by clicking

11.

12.

on the white ‘Review’ button located above the list of application sections. The full application
will be displayed on your screen.

e Albemarle County Funding Portal

Back to Main Menu Human Services Funding Program (test 899)

Program Info Human Services Funding Application ‘? ; © DraftSaved (Last edited on 9/16/2025 at 12:14 PM EST)
Eligibility Check

Your Applications Organization Information

Intake

Application

Human Services Goals

Once you have finished your review, you may submit the application by either clicking the
green ‘Submit’ button at the bottom of the review page, or select the white ‘Back’ button if you
are not yet ready to submit the application.

You will be unable to submit your application if you have missed any of the mandatory
questions. If this happens, look for the application section(s) highlighted in red, open that
section and search for the missed answer.

Clicking the ‘Back’ button will return you to the application home page. Once all reviews are
complete, you can submit your application from here by clicking the green ‘Submit’ button in
the top right corner of the page.
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13. You will receive confirmation on a successful submission. Confirmation will also be sent to
your email.

Human Services Funding Application
Submitted!

\ ¥
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Congratulations for submitting your form - great work!

Go to Your Applications

Submit Another Application




How to Add Collaborators
1. Navigate to the ORGANIZATION PROFILE page.
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About Us

About Us

Opportunities

Albemarle County contributes to numerous community non-profits that provide a wide variety of community services, from arts festivals to homelessness support. These contributions allow
Organization Profile the County to provide additional services and enriching programs for residents by leveraging the work of outside agencies.

Process and Timeline

Your Awards Each fall, as part of the budget development process, community organizations request funding for the year from the County. These requests are read and rated objectively using established
criteria. Funding recommendations are presented as part of the County Executive's Recommended Budget, which is typically released in February. During the budget development process that
follows, the Board of Supervisors makes final funding decisions.

Local non-profits cover a wide range of community needs, and there is a wide variance in the type and level of support they request from the County. The County has four programs for eligible
community agencies to submit funding requests:

1. Human Services Funding Process (HSFP): The HSFP process is the method used by the County to review and rate annual applications for funding from local area non-profits for programs
that serve Albemarle County residents in need of human services.

2. Cultural, Arts, and Festival Contributions: This program is for funding contributions to cultural, arts, and festival organizations that provide programs, educational opportunities, and/or
placemaking that contribute to quality of life for our community.

3.Capital Improvement Program (CIP): The County’s Capital Improvement Program (CIP) serves as a planning and implementation tool for the acquisition, development, construction,
maintenance, and renovation of public facilities, infrastructure and capital equipment.

4. Other: Department of Finance & Budget Application Review Process: For certain community agencies that receive funding from the County, such as larger regional agencies and those

2. Click on the ‘Organization Members'’ tab.
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3. Clickon‘+ Add Member’.
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‘Add members to the organization using the fields below, then use the “Invite” button to invite them. Inviting members will send them an email invitation that they will have to accept.

Your Applications

Your Awards
First Name Last Name Email Address Organization Role

Ste Test spethia+?@albemarle.org Profile Owner 8 active

+Add Member




4. Enter the first and last names, and the email address of the person or person(s) you want to
add to your organization.

5. Assign them the role of Organizational Member. This role will allow new members to
collaborate on the application but not submit the application. Only the Profile Owner can
submit an application.

6. Click ‘Invite. The new member will receive an email with instructions on how to set up a
password.
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Organization Profile
Your Applications

Your Awards

Downloads
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Organization Profile

Profile Organization Members

Add members to the organization using the fields below, then use the “Invite” button to invite them. Inviting members will send them an email invitation that they will have to accept.

First Name Last Name Email Address Organization Role
Stesty Test spethia+9@albemarle.org Profile Owner 2 active
First Name Last Name Email Address

First Name Last Name Email Address

Organization Role

BSelect Role v | Invite

Profile Owner

Organization Member




