
 

 

 

 

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 

 

 
 

 

2. Set up account  

 

• Click on the LOG IN button in the upper right corner of the page and select ‘Sign Up’ 

 

 
 

• On the I’M A NEW USER TAB, fill in your name and email address, and create a password 

for the site. Click ‘Create Account’. 

 

https://albemarle-county.wizehive.app/organization/about


 
 

 

• You will be sent a 6-digit confirmation code to the email address you provided. Enter that 

6-digit code into the boxes and click ‘Next’. 

 

 

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. 

 

 

 

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).  

 

• If you want 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. 

 

 
 

 

 



3. You will now be asked to create your organizational profile.  

 

• IF YOU A RETURNING APPLICANT 

➢ Organizational profiles for all who submitted applications last year were transferred to 

the NextZen portal during the set up. 

➢ To find 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’. 

 

 

• IF YOU ARE A FIRST 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. 

 

 

➢ Fill in all boxes on the Organizational Profile Page. If you chose the create your profile 

GuideStar, many of the boxes will already be filled in. 

➢ Click on CREATE ORGANIZATION 

 



 
 

• 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.  

 

 
 

• 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.  

 

• Click the blue ‘Start’ button 

 



 
 

• Answer each of the eligibility questions, and click the blue ‘Check Eligibility’ button in the 

bottom right corner of screen. 

 

• If your organization is 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. 

 

 
 

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’. 

 

 
 

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. 

 

 

Draft applications 

can be found here. 

Click here to 

start a new 

application 



 

 
 

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. 

 

 
 

8. Tables are now embedded in the application itself.  

 

Applications for 

different programs are 

identified by name here 



 
 

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. 
 

 
 

9. To continue working on a draft application, navigate to the YOUR APPLICATIONS page, find 

the program application, and click ‘Continue’. 

Fill-in these 

columns only. 



 
 

 

10. Once you have completed all sections of the application, you can review your work by clicking 

on the white ‘Review’ button located above the list of application sections. The full application 

will be displayed on your screen.  

 

 
 

11. 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.  

 

12. 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. 

 

 
 

  



13. You will receive confirmation on a successful submission. Confirmation will also be sent to 

your email. 

 

 

 



How to Add Collaborators 

1. Navigate to the ORGANIZATION PROFILE page. 
 

 

 
2. Click on the ‘Organization Members’ tab. 

 

 

 
3. Click on ‘+ 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. 
 

 


