
Foundant Online Grants System Tutorial

Creating Your New Organization Account



Creating an Account

If this is your first time logging 
on to our system, you will 
need to create a new account. 

To begin creating your new 
account, click on the “Create 
New Account” button.



Creating an Account

Begin by filling out 
the requested 
information. Here, 
you will be asked to 
enter your 
organization's 
information.

Note: Using the 
browser’s back 
button will delete 
your information. 



Creating an Account

Enter your information. 

Note: Your login name will 
be an email address. We 
suggest using an email 
address that can be used 
by anyone at your 
organization who needs to 
access the application. It 
will also be the address we 
will use to communicate 
with you if we have 
questions, which 
sometimes require an 
immediate response. 

Note: Please use your 
organization’s mailing 
address. 

You may also select the 
“Copy Address from 
Organization” button 
at the top of the page.

35517
Sticky Note
If a generic email is used and everyone has access to the account, we will not know who it is that is responsible for any changes.  
Therefore, we STRONGLY suggest, each individual have their own email address.  By using their own specific email address, we will know who to contact with questions and also provide information to the organization, should the ED or CEO wish to know who has accessed the account.
thank you,
Claire Tarumoto




Creating an Account

Note: The Executive Director is not 
required to complete the application 
or be the primary contact.

If you select “Yes,” you will be asked 
for additional Executive Director 
information. If you select “No,” you 
will be required to enter the 
information for the Executive 
Director. 

35517
Sticky Note
We prefer that the Executive Director be the primary contact.  Other staff may be added as the account opening process is completed.  



Creating an Account
If you selected “No,” you will be presented with the screen 
below. If you selected “Yes,” you will see a similar screen 
requiring additional information. 



Creating an Account

Create your password. 

Note: Your password must be at least 6 characters and can only contain 
letters, numbers and the following symbols: !@#$%^&*()_



Creating an Account

Make the appropriate selection and click “Continue.”

Note: If you selected “I have not received the email,” the “Send Email 
Again” button will activate. Click that button to have your confirmation 
email sent again. 

35517
Sticky Note
DO NOT CLICK "Continue" UNLESS YOU ALREADY HAVE THE ACCESS CODE.



Creating an Account

Congratulations! You have successfully created your account!

Note: See: “Applying for a Grant” tutorial, page 4 for next steps. 

35517
Sticky Note
Refer to email instructions provided for APPLYING FOR A GRANT; otherwise you will not be able to enter a code.




Creating an Account

Mahalo for using the Bank of Hawaii Charitable 
Foundation Services Online Grant System!

You have just completed “Creating Your New Organization 
Account.” 

Additional Training Materials can be found here:
Philanthropy - Online Training Documents

Need assistance? Contact Claire Tarumoto

mailto:claire.tarumoto@boh.com
mailto:claire.tarumoto@boh.com
https://www.boh.com/philanthropy
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