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Completing an online Application in GATE – for Individuals 

 

Follow these instructions to complete the applicant profile before moving on to the 

application form. 

 

Overview: 

 The Applicant Profile includes general information about you that is stored in the online 

system. 

 Once this profile is completed you will not need to re-enter your address, contact 

information etc. as you are completing the application and reporting process. 

 

Procedure: 

1. To obtain a GATE user ID and password, send an e-mail request to 

registrationAFA@gov.ab.ca at least five business days prior to the program deadline. 

 

Figure 1 – Logging into the system 

 
 

2. Log into GATE with the user id and password provided by the program office.  

https://gate.alberta.ca/gate/frontOffice.jsf 

 

Figure 2 – “Browse Funding Opportunities” 

 

mailto:registrationAFA@gov.ab.ca
https://gate.alberta.ca/gate/frontOffice.jsf
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3. Click on the “Browse Funding Opportunities” link on the left hand menu bar to locate the 

program to which you would like to apply. 

 

Figure 3 – Searching for the program that you would like to apply for 

 
 

4. Use the search function to locate the correct program. For example, search for the 

program name, or use general search terms such as grant, non-profit etc. 

 

5. Click the magnifying glass icon under the “View” column for the program you are 

interested in applying for.  

 

Figure 4 – Program information page 

 
 

6. The program information page appears. This page contains a link to the AFA Program 

guidelines, which will launch in a separate window when the link is selected.   

 

7. Click the “Apply Now” button at the bottom of this page.  This will open a registration 

wizard. 
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Figure 5 - Applicant Details page 

 
8. On the Applicant Details page, select your name from the drop down list at the top of the 

page to complete the Applicant Profile. 

 

9. DO NOT enter anything in the fields at the bottom of the page (or you will create a 

duplicate Applicant Profile).  

 

10. Click “Save and Next”. 

 

Figure 6 – Applicant Type field 

 
 

11. Choose “Individual” from the drop-down list for Applicant Type. 

 

12. Click “Save and Next”. 
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Figure 7 – Legal Name 

 
 

13. In the “Legal Name” field enter your legal name. 

   

14. Click “Save and Next”. 

 

Figure 8 – Address 

 

 
 

15. Enter your street address in the upper portion of the screen “Applicant Address”.   

 If your mailing address is the same as your street address, click Save and Next. 

 If your mailing address is different than your street address, click No in the “Same 

as address above” field on the Mailing Address portion of the screen.  Then, enter 

your mailing address in the additional fields below.  Then, click Save and Next.  
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Figure 9 – Contact List page 

 
 

16. To add a Contact click the orange “plus” icon on the left hand side of the page.   

 Add a Parent or Legal Guardian as a Contact, if the applicant is under the age of 

18 years. 

 Add yourself as a Contact if you are over the age of 18 years. 

17. Click “Save and Back to List”. 

 

Figure 10 – Entering Contact information 
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Figure 11 – Completed Contact List 

 
 

18. You will now see the completed contact list. 

 

19. Click “Next”. 

 

Figure 12 – File Attachments page 

 
 

20. You will now see the File Attachments page.  No input is required here.  Click “Next” 

to proceed to the Submission Summary page. 
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Figure 13 – Submission Summary page 

  
 

21.  This page allows you to formally “Complete” the Applicant Profile. If any information is 

missing or incorrectly formatted, a red X will appear on the corresponding line under the 

“Complete” column.  To return to that page and complete the necessary information, 

click on the hyperlinked page name. 

 

22. You may print out the contents of the Applicant Profile for your records by clicking on 

the “Export to PDF” button on the left hand menu. 

 

23. Once you have verified that the Applicant Profile is complete, click the “Complete” 

button. Do not click the “Next” button. 

 

Figure 14 – Complete Applicant Profile page 

 
 

 

24. You are now at the “Complete Applicant Profile” page. Click “Next” to continue the 

application process. 

 

You are now moving on to the application form!   
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Figure 15 – Create a Project 

 
25. Enter a name for your project in the “Applicant Project Name” field. 

 

26. Click Save & Next.  

 

Figure 16 – Program Overview 

 
 

27. The Program Overview page includes a link to the program guidelines and information.  

Click on the red text if you wish to open a new browser window, for reference as you 

work through the application. 

 

 

 

 

 

 

 

Tip: in GATE, always use the Back/Save 

& Back and Next/Save & Next buttons to 

navigate between pages.  Do not use your 

browser back/forward buttons. 
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Figure 17 – Applicant Information 

 

 
 

28. Use the drop-down list to confirm that the applicant is of legal age.   

 If the applicant is a minor, the primary contact will need to be a parent or 

guardian legally authorized to represent the applicant.   

 

29. Confirm the Alberta Residency requirements have been met as per the program 

guidelines. 

 

30. Click Save & Next. 

 

Figure 18 – Contact Information 
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31. Select a contact person for this grant from the drop-down menu (the contacts will be 

pulled in from your applicant profile).  IF THIS INFORMATION IS INCORRECT, IT 

MUST BE CHANGED IN YOUR PROFILE.  

 

32. Click Save & Next. 

 

Figure 18 – Contact Information 

 
 

33. The Applicant Contact Information screen has been populated with the information from 

your Applicant Profile.  Any changes must be done in the profile and not on this page.  

 

34. Click Save and Next. 

 

Figure 19 – General Information 

 

 
 

35. This page is optional.  Click Next or Save & Next to continue. 
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Figure 20 – Project Description 

 

 
 

36. Enter 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 late reporting must be granted an 

extension by program staff. 

 

37. Click Save & Next. 

Figure 21 – Principal Artists, adding Artists 

 

 
 

38. List all principal artists involved in the project.  This will often be just the applicant 

unless the project involves an ensemble or requires key creative artists to be successful.  

Follow the screen instructions to add additional artists to the list (see Figure 22 below). 
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Figure 22 – Principal Artists, providing Artist details 

 

 
 

39. Click Save & Add Another to continue adding artists.  Or, click Save & Back to List to 

proceed with the application. 

 

Figure 23 – Principal Artists, completed list 

 

 
 

40. Once your list of Principal Artists is complete, Click Next. 
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Figure 24 – Individual Applicant Agreement 

 

 
 

41. Read the entire applicant agreement.   

 

42. Click the box beside “I agree to/with all the statements above” to indicate your agreement 

with the applicant agreement.  

 

43. Click Save & Next. 

 

Figure 25 – Project Budget 

 

 
 

44. Read the information on how to input budget information. 

 

45. Click next. 
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Figure 26a – Project Expenses 

 

 
 

 

46. The budget is a critical part of your application.  GATE will calculate your eligible 

maximum grant, so both your expenses and income must be very accurate. Under 

expenses you can break your project into 3 sections if necessary.  To start select your first 

general category from the drop down box. 

 

Figure 26b – Project Expenses 
 

 
 

47. Now add the detailed breakdown of your expenses. To check your totals click save and 

the form will self-calculate.  When you are finished click save and next.  
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Figure 27 – Project Revenue 

 

 
 

48. 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 amount 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. 

 

49. Click Save & Next. 
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Figure 28 – Attachments 

 

 
 

50. We are getting close to the end of the process. You will now be asked to attach 

information in support of your application.  You must attach information if the Document 

Type is listed as “Required”.  Otherwise, you will not be able to submit your application.  

The other items listed are suggestions of information that might assist the AFA in 

assessing your application.  To attach a document click on the name under Document 

Type and complete the attachment details page.   

 

Figure 29 – Attachment Details 

 

 
 

51. Name your document.  Use the browse button to locate the file on your computer to add it 

to the application.  Click Save and Back to List. 
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Figure 30 – Attachments, completed 

 

 
 

52. A red X appears next to the Document Type once you have successfully attached your 

information.  Attach the remaining information required for your application and click 

Next. 

Figure 31 – Submission Summary 
 

 
 

This is the final page of the application!  This page acts as a checklist.  If you have completed 

everything correctly you will see a row of green check marks by each Page name.  If there are 

any errors or omissions you will see a red X by that Page name.  Before you can submit your 
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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.   

 

53. Once you have made any necessary corrections and see all green check marks on your list 

the submit button will be activated.  Click the Export to PDF button before if you want to 

create a PDF copy of your application for your records.  Click Submit.  You will receive 

an e-mail confirmation that your application has been received and is ready for review by 

the AFA. 

 

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.   

 

If you are having problems please contact your program consultant and we will do our best to 

help you through the new system.   

 


