Committed to Kids' Health and Education

2011 Kohl’s Cares® Hospital Partnerships Program

Instructions for Accessing and
Completing Your Proposal Online



This document provides instructions for:

Questions?

Accessing the online proposal
Proposal sign-in

Uploading attachments

Saving and submitting your proposal

Contact Gina Airaudi
Kohl’s Cares® Hospital Liaison

262-703-7786

gina.airaudi@kohls.com

Getting Online

Go to: http://lwww.kohlscorporation.com/CommunityRelations/Hospital/Hospital01.htm

Click on “Proposal Application Process” on the left toolbar:
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To beqgin a new application:

Click on Step 3 - “new application.” This link is for users beginning a new application only.

To continue working on a saved application:

Click on Step 3 - “saved applications.” This link is for users that started a new proposal and saved to continue working on it
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Proposal Application Process

Hoszpital Partners

Although you are an established partner, each year of partnership in April, vou will be required to
submita Program Proposal that tells Kohl's what community outreach program you will be proposing
1o execute with that vear's grant. Below are details of steps included in the Program Proposal
process.

Download KCK &
Kohl's Lagos « Step 1:
Fuhblic Relations!
Event Malerials

o Mid-January: The Program Proposal Instruction Document and Sample Proposal Budget
Appendic 1) will be provided to you wia e-mail.

Upcorming o These documents will assistyou in understanding the infarmation Kohl's needs in
Merchandise order {o review and approve your Program Proposal.
Programs

# Please use these documents to begin gathering details to fill in each question asked

Pragram Examples on the Proposal Application

# This is a good time to begin meeting with your marketing departments/ agencies to

Kohl's Kids Who hegin thinking about and gathering all applicable detall reguired in the proposal

Care® Scholarship

Step 2:

A-TeamiAssociate

Volunteer Program © Early-March: You will receive a Donation L

will receive that year.

ill tell you the donatiol

Frequently Asked
Questions

# You cannot submit a Pragram Pri il you have this donati

# Youmust submit one Progral
program

| using the entire don;
Contact Information

e Step 3:

o April: Proposal deadl it @ new Program

© NOTE: Refer to your er for YOUR proj

this date.

date; you MUST adhere to

& Submitanew apolication by entering your cu mail address and password

# Returning applicants may access saved applications by entering email address and
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Enter sign-in information:

o Ifyou are a new applicant — click “I am a new online applicant.”
o Enter your e-mail address.
o Click “Continue.”
e Ifyou are a returning applicant — click “Il am a returning online applicant.”

o Enter your e-mail address.
o Enter your password.
o Click “Continue.”

expect great things

Please Sign In

E-mail Address: |
5 | am a new online applicant

C fama refurning online applicant

hily passwond is
Continug

Forgat your passward? Click here
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For new online applicants (returning applicants will be sent right to the Eligibility Quiz):
o You will be asked to create and verify a password.
o Enter requested information.
o Click “Create Account.”

Create an Account

An account allows you to access your saved and submitted applications at anytime. It also allows us to send you a
submission confirmation e-mail and notify you if additional information is necessary to process your application.

E-rmail Address: Isrevness@nyc.rr.com

I

Fassword (minimum of & characters):

Confirm Password:

I

Create Account |

Click here to go back to the login page

Tax ID (EIN)
o Tax ID must be validated before you can access the Proposal form.
e Enter Your 9-Digit Tax-ID #.
e Click “Ok.”

Example Tax ID#

Flease enter your Tax D |?1—D4?1 266

ok

Complete the Eligibility Quiz. See the Proposal Question Guide with Sample Answers for additional guidance and
sample responses.
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Begin Proposal Form: \

Required fields (marked with this symbol: +) MUST be completed.
ALL pages must be completed.
Upload attachments (see page 6 of this document for uploading instructions).
Click “Save & Finish later” to save your current work and finish at a later date.
o Atanytime you can stop and save your work to come back to it later — see page 6 to learn how to return to
your incomplete proposal.

Complete the Proposal Application. See the Proposal Question Guide with Sample Answers for additional guidance
and sample responses.

) 2010 KCK Hospital Proposal Application - Microsoft Interet Explorer =18]x]
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2010 KCK Hospital Proposal Application

+ Required bafore fingl submit Page 1 2 3 4 Review My Application Printer Friendly Versien
Hospital Information

Instructions -~

A sl questions thoroughly and sccuratel, When entenng data be sure 1o use standand captabzation,
+ Hospital Name
Thia, will b th infermation includad o th grant chock

[eskansas Sherfs Youth Ranches Inc

+ Address

+ Postal Code

Attachments

All of the following attachments are required and must be submitted. See the Proposal Instruction Document for
additional guidance and sample responses.
1. Hospital Logo (high resolution, 300 dpi)
Program Budget
501c3 Tax Exempt Letter
Kohl's Story and Photo (not required for new partners in 2011)
Hospital and/or Foundation Naming Policy (if your program is not exclusively named for Kohl's)

asrwn

To upload attachments:
o Select the title of what you are uploading (this will be a drop down menu).
e Use the “Browse” button to find you file on your computer.
o Click “Upload” after you find each attachment.
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Upload

The maximum size for all attachment=s combined 15 7 ME. Flease note that files with certain extensions (such as "exe", "com”, "vbe",
or "bat"] cannat be uploadead

Titlz: |Logo (Fecuired) =|

Fila Marme | Browesa...

Sawe & Finish Lafer

Faview & Submd |

Submitting Your Final Proposal

Review application first:
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2010 KCK Hospital Proposal Application
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* Rocquined bofore fingl submit Page 1 2 3 4 Review My A

Check your answers.

Check your attachments.

Click “Submit” button to submit your proposal.
After you submit, you will receive an e-mail confirmation containing a copy of your submitted proposal.
A copy of your final proposal will be saved in MyAccount — see “Returning to your account” below for

e}

O

instructions on how to access MyAccount.

lication

Printer Frigndly Version

Important Note: Once you click “submit,” you can no longer make changes to your proposal.

Once you've submitted your proposal, Kohl's will download your proposal and review. From there, Kohl's will contact you if
questions arise during the review process.

Kohl's review timeline:
Review April through July
Proposals approved by August

Returning to your account (MyAccount)

Go to: http://www.kohlscorporation.com/CommunityRelations/Hospital/Hospital01.htm.
Click “saved applications” under Step 3 to access saved proposals.
At the “Please Sign In” page:

(@]

o]

o

[e]

Enter your e-mail address.

Select “I am a returning online applicant.”
Enter your password.

Click Continue.

If you forgot your password, click “Forgot your password? Click here” to receive an email with your password.

Additional Options in MyAccount

From your account, you can:
Find saved proposals in “Open” section to continue working on a proposal in progress.
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o Click alink to return to that proposal.
e  Find submitted proposals in “Submitted” section

o Click a link to view completed proposal.

o Sorry—submitted proposals can’t be changed.
e  Other MyAccount options:

o Change e-mail address.

o Change password.

2§ My Account - Microsoft Internet Explorer

-8 x|
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KOHLS

expect great things

My Account

Account: gina.airaudi@kohls.com
Change E-mail/Password

Open

The following applications have been started but have not yet been submitted. To edit or submit an application, click on the application name.

Please note: applications that have not been updated in over 120 days will be automatically deleted.

Mon-Profit Organization | Event D

Dec 10, 2010
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