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Capacity Building for Bible Institutes 
 

Subgrant Application Instructional Manual 
 

At the core, these subgrants serve the purpose to fund worthy projects for the capacity building 

of Bible institutes and ministry formation programs. Our funding decisions will be guided by the 

following principles: 
 

● Fairness - 

○ We have developed tools to maintain a review process without bias and help 

advisors score all applications in all fairness and only according to the merit it 

carries and the suitability for the Capacity Building program. 
 

● Efficiency -  

○ Our tools allow for a swift evaluation, allowing advisors to focus the effort on the 

areas that really matter. 
 

● Transparency -  

○ Our process is guided by a set of guidelines and procedures, available to 

advisors and participants. 
 

● Confidentiality -  

○ We are concerned about the privacy of the information our institutes provide. We 

have labored to establish safety protocols when handling confidential information, 

keepsaking the integrity of the review processes. 
 

 

Grant Application 

Access to the application 

1. Open your web browser and navigate to https://aethweb.com/application. 
 

 

https://aethweb.com/application
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2. Read the information provided about the Capacity Building program and the 

requirements for eligibility. We encourage all applicants to fully read the Brief Information 

on Subgrant Guidelines & Procedures and  download the files and read thoroughly 

before you continue the process. 

          

 
 

3. Make sure to explore the Frequently Asked Questions to gain additional insight on the 

grant proposal submission and entire process. You can write to us or visit the AETH 

webpage. At the bottom of the page, you will see a blue bar indicating the place to start 

your application. Click on the blue bar  and begin the application process. 
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4. Register yourself. Enter your email and password in the login fields to create an account. 
 

 
 

5. Once you enter the information and all the fields are completed, click to accept Terms 

and Conditions, then click on the REGISTER button to complete this step. 
 

 
 

6. Begin the application process. There is a menu on the left side showing all the steps and 

forms that must be submitted. Notice that you are in the Enrollment section. As you 

complete each section, the menu on the left will indicate the change accordingly. 

Proceed to complete the fields and click on the yellow action button labeled SAVE and 

NEXT to ensure all your information is saved. Do this in every section of the application. 

You can also move between pages of the application by using the PREVIOUS and 

NEXT buttons. 
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Pay attention to the examples in these instructions to help you better understand the 

questions and the responses needed. Remember to click SAVE and NEXT before you 

move away from every page. 

 

7. There are four steps to the first section:  

○ information about the institute,  

○ Information about the board of directors,  

○ contacts, and 

○ background of the institute. 

 

 
 

 Remember to click SAVE and NEXT before you move away from this page. 
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Congratulations!  

You finished Step 1 successfully.  

 

Section 2 is the Proposal. 

 

8. Proceed to complete the Proposal section by answering the question that will guide you 

to submit the proposed project. Read every question carefully, describe your project 

succinctly and provide an itemized budget. Some questions have a limited amount of 

words. 
 

 
 

Remember to click SAVE and NEXT before you move away from this page. 

Your Proposal was submitted successfully.  

 

 

 Section 3 is the submission of the documents. 

 

9.   Now upload the Board Resolution File with a letter of support from the Board, Budget, 

W9, and ACH Direct Deposit Form. You will find the downloadable file in the instructions. 

Complete it and submit it by clicking on Blue action button in this section. Proceed to 

download the W9 and the ACH Direct Deposit Form using the file included in the 

instructions. Complete it and submit it by clicking on Blue action button in this section. 

 

 Your documents were uploaded successfully.  
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 The Board documents were uploaded successfully.  

 

 

10.    To finalize the application process, you must complete this section.  

○ All fields must be filled.   

○ You must agree to the terms and conditions contained in the Subawarding 

Guidelines for Capacity Building Awards.  

○ Do not forget to click on the affirmation box.  

○ When you are done, click on the Finish and Submit your Application button. 

 

 
 

Congratulations! You have successfully completed and submitted your application.  
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You will receive a code number, which is your proposal’s identification number. All 

communications will be referring to this number. Make a note of it for future reference. Once you 

are done, simply log out. 

 

 
 

Note: During the review of the application and proposal, the Advisory Council or the Project 

Manager may send a message to you through the menu located on the left side of the window. 

To view the message, select the last option labeled PROBLEMS. In this way, you will be 

informed that there is something that requires your attention. 
 

 
 

 

 

Next steps: the Project Manager will provide instructions to register the Director for the 

Leadership Course. 

Log out here 


