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Accessing the Portal 
 
How do I get to the portal?   
https://jfedstl.spectrumportal.net/ 

 
How do I create an account for myself or another person from our organization? 
Go to https://jfedstl.spectrumportal.net/ and register for an account. If you will be using Spectrum to 
apply for grants, please select “Grant Applicant” as shown below.  
 

 
When you select “Grant Applicant,” an “Organization Information” section will pop open with 
instructions for how to associate your account with your organization.   
 
What if my organization does not exist when I register?   
It will prompt you to create a new organization, then submit.  Generally it may take up to 24 hours to 
approve, however, if you would like to work on an application immediately, please contact Colleen 
Doyle at cdoyle@jfedstl.org or 314-442-3812 and she can approve more quickly. 
 
How long after I register do I have to wait to complete an application?   
If your organization already is in the list that you can select from, you can apply for grants immediately. 
 
What if I forget my password? 
There is a link provided at the Log In screen that you can click to reset your password. 
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What if I am leaving the organization or am moving to a different role? 
Please notify Colleen Doyle cdoyle@jfedstl.org.  
 
How do I access an application filled out by a former employee of our organization? 
When you register, your access defaults to the applications that you filled out only.  Please contact 
Colleen Doyle cdoyle@jfedstl.org and request for access to all applications/follow-ups related to the 
organization. 
 
 
Filling Out Applications 
 
Don’t lose your work! 
SAVE, SAVE, and SAVE often when filling out applications.  If you want to be super cautious, you can also 
type out your answers in a word document and copy and paste into the application on the portal.  There 
have been some instances, even though you save your work, the internet connection is weak or you lose 
connection and your information can be lost. 
 
How do I find the right application to fill out?  
When you log into Spectrum, you will see a section called Available Applications. Look through that 
section until you locate the application you’re looking for. If you don’t see it, you may need to click 
“More” at the bottom of the section.  
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Do I need a password to access an application? 
Some applications require you to enter a password to access them, and some do not. Check 
communications from the Community Impact team about the application to see if there is a password 
required, or reach out to a Community Impact team member if you need help. 
 
How do I know if my application was received?  
You will receive a confirmation email when you submit your application. If you do not receive a 
confirmation email, you did not successfully submit your application. 
 
Who is the Chief Professional?   
The head of your organization (could be yourself). 
 
I get an error when filling in the phone number and/or $ amount and it won’t let me submit my 
application. 
All number fields (phone numbers and dollar amounts) in the applications should be numbers only (NO 
space, NO commas, NO dashes, NO parentheses, and NO $ signs). Sometimes spaces are hiding in a 
number field, so make sure to double check for spaces if the system is giving you an error message. 
 
How do I locate and fill out a Follow-Up Form? 
The Follow-Up Form (if required) can be accessed two ways.  Once you log in, if you have a Follow-Up 
Form due, there will be an alert at the top of the screen. To access the Form, just click on that alert.  
Another place to find the Follow-Up Form is on the right side of the screen, click My Awards. 
 
What if the application is not saving work that was previously entered?  OR How do I get back to an 
application I started previously? 
Log into the Spectrum web portal.  At the bottom of the Home screen you will see: 
 

 
 
Notice the application that says “CREATED” is one that you are currently working on. Please click on the 
application name and continue working on it. Be careful to not start a new application if your intent is 
to continue to work on one you have already created.  


