How to use GATE to apply for the AFA Cultural Relations Grants for Individuals and

organizations
(Note: User Profile must be completed before using this guide)

1. Log In using the username and password sent to you.
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Online Grant Application System
Welcogig to the Online Grant Application System for Alberta Culture and Tourism, the Alberta Foundation for the Arts and Alberta Sport Connection.
From the e-mail

The system may be used to submit apphcations and/or final reporting information for the following Alberta Culture and Tourism programs:

fername

gatery applcant

Password:

« Alberta Media Fund - http://culture alberta.ca/mediafund

The system may be used to submit apphications and reporting information for the following Alberta Foundation for the Arts programs:

Q * Individual Artists Project Grant - http://affta.ab.ca/Grants/Indidual-Proj: Grants
= « Organizational project Grant - hitp://affta.ab.ca/Grants/Organizational-Project-Grants
&3 contact Us
« Organizational Operating Grant - http://affta,ab.ca/Grants/Qrganization-Oparational- Grants
« Awards and Scholarships - http://affta ab ca/Grants/Awards-and-Scholarship
* Art Acquisition by Application - http:// tion/A s-and-Programming
The system may be used to submit applications for the following Alberta Sport Connection programs:
* Podium Alberta - http://albertasport ant-funding-programs/podium-alberta
The system maybe expanded to include other grants programs in the future
Please note this cannot be to submit applications or final reports for the Community Initiatives Program and Community Facility Enhancement Program.
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2. If this is your first time logging in Change Password:
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* Old Password:
Front Office Portal
* New Password: Create you own
T erofie * Confirm Password: password and
* personal Confirmation Question: queston
My Account.
v 5 personal Confirmation Answer: answer QUESt on
Change Password
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3. Register for Funding Opportunity.

This step will link you or your organization to a grant (or funding opportunity)
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Welcome to the Online Grant Application System!

It is very important to carefully review the instructions emailed to you and the information below to complete the online process properly.

Front Office Portal

@ Browse Funding

Opporturiieg Frequently Asked Questions (PDF) - Most commonly asked questions/problems encountered while using the system

Glossary for GATE (PDF) - Online system glossary

> _ o

Froiis Quick Tips for using the System:
My Account * Tolog-out properly, click the "logout” button in the top right corner of the screen when finished using GATE.
e ] Ifyou fail to logout properly, the form you were working on will be "Locked Out” and will have to

contact your program office to be unlocked.

a
& workspace e You cannot use the internet “back” button at the top of your screen to navigate through the online system. (Click “Save and Next” to save information on a page and then move on to the next

e.
Applicants

T TR Ids with an asterisk (*) are mandatory and need to be completed.
Projects ® To access an application that you've already started, click "Submissions" on the left-hand menu.(See Freq ly Asked Q i for. it ir )
Submissions

® To access and submit a Final Report, click "Submissions” on the left-hand menu. (See Freq ly Asked jons for additional i ion)

bl Contact Us
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4. This is what the page should look like. Scan for Cultural Relations and choose either individual or
organizations.
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5. Click on the small square icon with the yellow check mark to the left of Cultural Relations -
Organizations
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6. Success! Now that you are registered for this grant, you may apply for it. In gate language this is
“creating a new project”. Using the left hand menu, click on “Projects”
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Asalicant: €. Ross Bradley (APP-53561890)

Funding Opportunity Details

Funding i ol Relations -
Start Date: 1-

End Date: 13
& pretle
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Change Paszmerd. Funding Opportunity Registration
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% E. Ross Bradley (APP-53561840) has been registered.
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to move to the next page
click on Projects
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7. Select Cultural Relations Individual or Organizations, as appropriate, from the drop down menu. You
have now created a new “project
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8. To create a new project, click the small icon with the yellow plus sign.
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9. Name your new project and save and return to your list.
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10. Now you have to fill in the details. In order to do that, please go to the side menu and click on

“submissions” (this is also where you will click if you have to leave it partially filled in and need to return
and finish it at a later time)
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11. Now you need to open your project by clicking on the little yellow file folder with the arrow.
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12. At last you are in the actual application for Cultural Relations. Make sure that the name of the grant
is correct and click next. Remember to always use the Back and Next buttons on the screen and not
your browser’s back arrow.
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13.0rganizations will first need to set up their contact list. Contacts are uploaded from your Profile. If
you need to add or change contacts for the organization you must return to the Profile and edit the
information. You cannot make changes to any of that information in your application
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14. Your application contact information comes up. Notice that all information has been auto filled from
your profile. Again, changes must be done in the profile and not on this page. Click Save and Next.

1€ Grantiure ™= Applicant Cotact don - Windows o
@\J' [ &, https://gste slberta.ca/gate/vienFormet Listst - &[4 x][2 8ing o -
% EhConvert v HSelect

¢ Favorites |58 | &, Grantium™ - Applicant ... X | &, Grantium™ Program Office %) v B - = & v Pagev Safety~ Tool

® eForms

&2 galery.applicant Applicant Contact Information

Public At Galleries Updates to this information will not be reflected in the Applicant Profile.
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Applicant Name:
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15. Next you need to update the organization’s information.
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16. And then you will be asked for a project description and start and finish dates. The start date cannot
be before the date the application is submitted. Be sure to allow yourself enough time to complete the
project when selecting the completion date as this will automatically set your reporting date. There is
no penalty for reporting early but requesting extensions is always a hassel.
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17. The project description continues with a brief description and the start and completion dates.
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18. Next you will be requested to list all principal artists involved in the project. This may be an
individual or an ensemble or requires key creative artists to be successful. Follow the screen
instructions to add additional artists to the list. Click next when all artists are listed.
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19. Provide all the requested information for each principal artist involved.
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20. Next is your applicant agreement. Please note : This document is reduced to fit on one screenshot

the relevant section appears below.
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21. Here is the section that must be filled in. Please note this is in lieu of a signature
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15, This Agreement may not be assigned by the Organization.
16. The Organization will recognize the source of the Grant as required by the Guidelines.

The Organization represents and warrants that the person signing is duly authorized to make the Application and to bind the Organization to the Agreement.

Incorporated (Legal) Name of Applicant Organization ("Organization™): pubic Art Gallery

. * Title Name of Authorized Official: ur wiliam Panko
Anything marked (Legal Sgning Authority)
. H sition Held;

with an * is o © <:
Date:
mandatory Covyv/mm/3d)
* The Organization agrees to/with all the statements above@ <= Click to indicate
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Please Note:

The personal information collected using this form is required for the administration of this program. This information may also be shared with Alberta Culture and Tourism,
which provides consultative and administrative assistance to these awards programs. The information will not be disclosed to any other third parties except as allowed by
the Freedom of Information and Protection of Privacy Act.

For further information about this program, and the use of personal information, please contact:

Arts Branch, Alberta Culture and Tourism, 780-427-9968(@)
Toll-free Calls in Alberta to Government of Alberta Offices:

* 310-0000 + office area code + telephone number
Cell phone: Toll-free codes below + office's area code + telephone number:

+ *310 (Roger's Wireless)
+ #310 (Bell and Telus)
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Notes This formlet contains mandatory fields for which no value has been saved.
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22. To provide appropriate budget information click next.
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E. Ross Bradley.

Applizant Number: Include project revenue (funding from other agencies, personal contributions, in-kind contributions, stc.) en separate lines vithin the revenus section to balance out the expenses. Total Revenues vill automatically
s caleulste.

Project Na
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Export to PDF
Gat PDF Viewer
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23. The budget is a critical part of your application and in the GATE system it will actually calculate your
eligible maximum grant, so both your expenses and income must be very accurate. Under expenses you
can break your project into 4 sections if necessary. To start select your first general category from the
drop down box.
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24. Now add the detailed breakdown of your expenses. To check your totals click save and the form will
self-calculate. This also happens when you move to a new section. When you are finished click save and
next.
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25. Next you will list all income sources for the project and indicate if they are pending or confirmed.
The total of this revenue will be deducted automatically from your total expenses, leaving the amount
requested from the AFA. If the total requested is greater than the maximum grant allowed by the

program you will receive an error message and will have to revise either your expenses or revenues or
both to bring that amount down to the allowable limit. This is not a guaranteed amount of the grant as
the proposed budget must be reviewed for eligibility of expenses and the grant recommendation must

be approved by the AFA If there is a significant amount of revenue pending the grant may be made
conditional on confirmation of all funding sources.

& Grontiam™ - Project Revenue - Windows Intemel Explorer =T el
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<j Contribution amount
from each source
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either Pending or

e including in-kind

o Nambar: A
AFA-CRI-14-037363 contributions

Confirmed from the
drop down list.

Total Non-AFA Revenve: Total contribution from

Bregect Sudger all souces other than AFA
et Expenses Crnt Amount Resuns °
v oiegizns . Total expenses less total

contributions from other

sources

& Local mtranet | Protected Mode: Off pv RN -

Bl o W] e 5 €]
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26. We are getting close to the end of the process. You will now be asked to attach information in
support of your application. The first 6 items on the list are required and you will not be able to submit
your application until you attach this information. The other items listed are suggestions of information
that might assist the AFA in assessing your application.

& Grantium™ - Attachments - Windows Internet Explorer [=m =R =)
@\J' £ hitpe/qate.sberta.ca/gate/viewFormiet,_Detailsjsf ~ &[4[ x [P ting P -
x @Convert = FHSelect
i Favortes 3, Grantium™ - Attachments IR~ v Pagev Safetyv Tookv @@y

Attachments

Downlasd Document Dascription Date Attached

List of required and <: Required attachments
<j optional attachments .

Qrganization Apslicant
agiesmant

Broject Butgat
Brojact Expanses
Project Ravenus

Attachmants
Submssion Summary

Exportes POF
Get POF Viewar

Back s Submizzians.
st

e St T 220 csoc

€ Local intranet | Protected Mode: Off G RIs% v

=6 EEE e

Bl ™

29. To attach a document click on the name of the document type and complete the attachment details
page. Give your attachment a name and using the browse button locate the file on your computer to
add it to the application. When you have the file ready click Save and Back to List to attach it to your
application

@ Gramtium™ - Attachment Details - Windows Intemet Brplarer [E=E =
O T Ty —— - &[4[ x|[9 8 p -
x - Gsdea

- |G Outlook com - «_rossb®h.. | # Grantum™ - Attachme... X W0 - # - Pagew Swety> Toalv @

rn Attachment Details

Give each document a name E> * Bocument Besc
e < select the appropriate file
- from your computer
box. a5 due doc.
=
Once everything is ready E> “

click save and back to list ]
to attach the file

sl mpp, i e

Back te Submissians
it

& Local intrane | Protected Mode: Off G- RB%

[E3F7)

AWM e ol B €[
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30 When you see the red X next to a document you know your information has been attached. When
everything is ready click Next.

B Grartium™ - Atachenents - Windows Itarel plores = = |
1 Nips1/gteabeta cgate/viesFormie, Altachmentls - @ %] %[0 #ng e

- @8 Outiosk.com - e rassb@h... | % Grantium®™ - Attachme.. X B v B v 0w v Pagev steyr Tookv @

Attachments

Required? Downioad Document Description
] =
B et
[ p—
R we
[ ] =
The red X indicates that When ready click Next
your document is
attached.
csoc
@ Local intranet | Protected Mode: Of G- BN -
- T > m
B =] 6 [oEne 5]

31This is the final page, much like the checklist in previous applications. If you have completed
everything correctly you will see a row of green tick marks by each page. If there are any errors or
omissions you will see a red X by that page. Before you can submit your grant you must return to those
pages and fill in any missing information. Click on the page name and it will return you to that page.
When you are finished click on the Submission Summary on the left hand column to return to the last

page.

B Grantum - Submizion Summary - Windows et |

st . < &[] x][2 g X

B = B) v 0 m v Pagew Selely~ Toole i

Complat= Page Mandatory
This indicated there is E> @ @ Click on the poge -
an error or ommission 7 Er— name to return
in this page of the v = tothe form and
application * make the
v corrections
v
v
= -
Er)
@ & Torewm tothe final
= page click Submission
o Summary
::ld(wi«h\lliwl
cspc
Done G Local intranet | Protected Mode: O a - W%~
- - =TT - 322PM
| S EIEEN NI ED 2HOB
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32. Once you have made the corrections and have all check marks on your list, the submit button will be
activated. You have now completed you application and all that is left is to print yourself a copy by
clicking the Export to PDF button before you hit the Submit button. If you want to review the
application on line before submitting you can hit the next button and it will take you back to the
beginning or you can select any specific page from the left hand menu. Once you are ready, hit submit
and you will receive an e-mail telling you that your application has been received and is ready for review
by the AFA.

& Grantium™ - Submission Summary - Windows Internet Explorer ==

@\:j' [ % bttps//gste albertaica/gate/viewFarmlet = - &[4[ x]|[£ aing o~
x EXConvert v [EiSelect

r Favorites 55~ | g Outlook.com - ¢ rossb@h... | % Grantium™ - Submissio... X v B - & v Pagev Safety~ Tools
® eforms
‘Submission Summary
Complata Last Updated Mandatary
[ "
-
e
-
s
All pages are now E> v
complete "
.
"
e
.
e
. .
Submit Button is
activated
Export s POF
et POF Viewsr
o s EmEs
=
Done & Local intranet | Protected Mode: Off fa v ®I5H -
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33. Once you have submitted your application you will be returned to your submissions list. Please note
your application number in case you need to contact staff about your grant. You will also see the official
application submission date. This is important as it will determine if the grant was received by the
deadline and will indicate the earliest possible date for the beginning of the project. For Cultural
Relations it may also determine the eligible grant amount according to the guidelines.

‘€ Grantium™ - Submissions - Windows Internet Explorer Bing | | (e
@uv [ % nttps://gate.alberta.cargaterviewFormlet_ssjsf ~ @ [4]x|[ 9 sing R
x @NConvert ~ {ERSelect

i Favoiites |23+ | g Outlook.com - e_rossb@h... | & Grantium™ - Submissio.. X f3 v B v~ = g v Pager Safetyr Toolsr @+

@ Front Office

Applicant: E. Ross Bradley (APP-53561840)
Submissions

[Hide Fitters] [Clear Filters]

Applicant Project Names il Pojacs[5]

Date Submitt

Projact Status: [Soan Frojecs [7]
Submission Version: [Laiest Verion[<]

< Types a1 H

) Project Name © Funding Opportunity Name. a o i
Actions. e Assaciate Type Version Date Submitted

- Individus

[— :
f
s e cspc
File number for future reference Official submission date
€ Local intranet | Protected Mode: OFf fa - ®I% -

SHeil W] =] o [EINETe ks ] ol |

If you are still having problems please contact your program consultant and we will do our best to help
you through the new system. This is new for all of us if there is a glitch in the program we will work
through it together. If there are items that are unclear in the User Guide please let us know so we can
ensure you are getting as much support as possible.
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