
How to Download and Upload Documents, Reports and Optional Chapter Award 
Applications 
 
1. Go to www.ANFPonline.org.  
2. In upper right hand corner, click on “Login” button, circled below. 

 
3. On this page, enter your email address and your password. (Or you may be automatically 
logged in depending on your browser settings.) 
 
4. Click ‘Manage/Update’ profile to proceed. 

 
 
 
5. Once logged in, you will see your contact information as it is in our database. Update this 
if needed. 



 
6. Next, go to the ‘My Information’ on the tab (circled) and select ‘Chapter Portal’ (circled).  
 

 
 
7.  Click on the ‘Chapter Management' link/tab circled below to view the available documents.  

 
8. Once you’ve clicked on ‘Chapter Management’ (you may need to scroll down the page), you’ll 
see the optional chapter award applications. 



 
 
9. To download an application/document, click on the ‘Download Template File; listed under 
each document name. The document will automatically download.  
 
10. Next, complete the forms based on the instructions, save to your computer, and then click 
on ‘Upload Doc’ (circled in red) to upload the completed document. 
 

 



11. Choose the file (the completed award application form/document) from your computer. Then 
click on the ‘Upload’ button as circled. 

 
 
 
12. If uploaded correctly, the document will show as ‘Completed’ after you have uploaded it on 
the previous screen. You can confirm the correct document was uploaded by clicking ‘View’ 
(circled in blue) which will automatcally download on your computer. If the incorrect document 
was not uploaded, follow steps 10 & 11 which will override the previous upload.  

 
13. To upload documents with out a template (i.e. 990, policies & procedures) follow step10-12. 
 

14. If you have any questions, contact ANFP at 800.323.1908 or chapters@ANFPonline.org. 


