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Applicant Instructions 

On-line Contributions Request 

 

 

Step 1:  Create a User Account 

 Follow the link from our homepage or your bookmarks to access the account login page. 

 If you have not previously submitted an application through the on-line system, You will need to 

set up a user account.  To do so, choose the “I am a new online applicant” option. 
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 You will be asked to create an on-line account using an email address and password.  You will 

use this information in the future to access in-process applications, as well as the history of 

application that you have submitted using this system.  It is important that you keep a record of 

the email address that is used to create the account. 

 You may share this information with others who need access to the on-line application.   

 Once the account is created, you will be automatically logged in and taken to the application. 
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Step 2:  Access the Application 

 On the application page, you will be asked to enter your Tax ID.  This is the EIN number 

provided to you by the IRS.  Once entered, the system will verify your status against the IRS 

database. 
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Step 3:  Eligibility Questionnaire 

 Once your tax status has been verified, you will be asked to complete a three question 

questionnaire to determine whether your program is eligible per our guidelines and target 

initiatives. 
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Step 4:  Complete Application 

 Complete the application fields as described. 

 

 
 
 
 

 When you enter the on-line application you will see the following: 

o Reference links to the program guidelines and requirements, as well as FAQs. 

o Page numbers  indicating the number of pages of the on-line application. 

 Note: The full set of attachments and project documentation required for 

submission are uploaded on page five of the application. 

o  Review my Application gives you the opportunity to review what you have completed 

before submitting. 

o Email Draft  allows you to e-mail a draft version of the application items completed thus 

far, to any number of designated recipients. 

 All items denoted with a blue diamond are required fields. 
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Step 5:  Saving and Finishing the Application Later 

 You have the option of saving your work and submitting the application at a later time.  Click the 

“Save and Finish Later” button at the bottom of the page in order to keep the information you 

have entered.  If you want to continue working, click the “Next” button. 

 

 
 
 
 

 If you decide to use the “Save and Finish Later” option, you may access the incomplete 

application at a later time.  In order to access an in-process application, you can utilize the link 

that was sent to you, via email, with the confirmation of your account username and password: 
Account Access link: 

https://www.grantrequest.com/SID_1074/Default.asp?CT=CT&SA=AM&FID= 

 

Note: Do not use the link from the constellation.com homepage, as this will initiate a new blank 

application. 

 

 

 

 

https://www.grantrequest.com/SID_1074/Default.asp?CT=CT&SA=AM&FID
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Step 6:  Uploading Required Attachments 

 The required attachments for requests are detailed at www.constellation.com/contributionsrequest 

and also on page five of the application, where they can be uploaded.   

 From the on-line form, you can browse for the appropriate files on your computer to be uploaded. 

 
 
 

Step 7:  Review and Submit Your Application 

 Once you have completed all the required fields and uploaded the required attachments, click the 

“Review and Submit” button. 

 Once you submit the application, you will receive a confirmation e-mail, which will also contain 

a copy of the completed application for your records. 

 

http://www.constellation.com/contributionsrequest

