
 



 



Figure 5 – Applicant Details page  

 
 

6. On the Applicant Details page, select your organization from the drop down list 
at the top pf the page. Under the “Applicant Type” drop-down menu, select 
‘Organization’ and type in your organization’s name in the “Applicant Name” box. 
Your Applicant Number will automatically appear in the final box. 
 
7. Click the “Save & Next” button at the bottom of this page.  
 

Figure 6 – Applicant Type page 

 
8. Since you already selected ‘Organization’ in step 6, this field is automatically 
generated. Click the “Next” button at the bottom of this page. 
 



Figure 7 – Organization page 

 
9. Review that your organization’s information is accurate, then click the “Next” 
button. If changes/updates need to be made, please see steps 15 to 18 and 
Figures 13 and 14. 
 

Figure 8 – Registration page 

 



10. Review that your organization’s registration information is accurate, then click 
the “Next” button. If changes/updates need to be made, please see steps 15 to 18 
and Figures 13 and 14.  
 

Figure 9 – Address page 

 
 

11. Review that your organization’s address information is accurate, then click the 
“Next” button. If changes/updates need to be made, please see steps 15 to 18 
and Figures 13 and 14.  
 

Figure 10 – Contact page 

 



 

12. Review that the contact names and phone numbers are accurate, then click 
the “Next” button. If changes/updates need to be made, please see steps 15 to 18 
and Figures 13 and 14.  
 

Figure 11 – File Attachments page 

 
13. No input is required on this page. Click the “Next” button to proceed.  
 

Figure 12 – Submission Summary page (profile) 

 
14. Once you have reviewed your organization’s profile, click the “Return to 
Registration Wizard” link on the left-hand navigation menu. 
 



15. If you need to make updates to your organization’s information as per steps 9 
to 12, continue reading. Otherwise, you can skip to step 19 and Figure 15. 
 

Figure 13 – Edits to Your Profile 

 
16. At the Submission Summary page, click the “Edit” button located at the 
bottom of the page. The “Edit” button will then be displayed as “Complete.” 
 
17. Using the left-hand navigation menu, click on the section that needs to be 
updated and you will be directed to that page. Make updates to your page(s) as 
necessary.  
 

Figure 14 – Saving Changing to Your Profile 

 
 
18. Using the left-hand navigation menu, click on the “Submission Summary” link. 
Click the “Complete” button in order to save your changes to your profile.    



Figure 15 – Complete Applicant Profile page 

 
19. After clicking the “Return to Registration Wizard” button, as per step 14, you 
will be directed to the Complete Applicant Profile page. Click the “Next” button to 
proceed.  
 

Figure 16 – Create a Project page 

 
20. Enter a title for your application in the “Applicant Project Name” box (ex. 2016 
MAP Application). Click the “Save & Next” button to proceed.  
 

 
 
 
 
 



Figure 17 – Program Overview page 

 
21. The Program Overview page includes a link to the program guidelines (red 
text). Click the “Next” button to proceed.  
 

Figure 18 – Contact List  

 
22. Select a contact person(s) for this grant from the drop-down menu, then click 
the “Save & Next” button to proceed.  



Figure 19 – Applicant Contact page 

 
23. Review that your organization’s address and delivery address is correct and 
then click the “Save & Next” button to proceed. If changes/updates need to be 
made, please see steps 15 to 18 and Figures 13 and 14. 
 

Figure 20 – Organization Information page 

 



24. Enter your ten digit CADAC number (3 letters, 7 numbers) in the last box 
before the grey buttons.  
 
25. Review that your organization’s information is correct, then click the “Save & 
Next” button to proceed. 
 

Figure 21 – Applicant Agreement 

  
 
26. Read the entire applicant agreement, enter your title in the “Position Held” 
box and then click the box beside “The Organization agrees…above.” Click the 
“Save & Next” button to proceed.  



Figure 22 – Current Board 

 
27. Add your organization’s board members by clicking on the orange plus sign (+) 
above the Delete column.  
 

Figure 23 – Board Member Details 

 
28. Enter a board member’s information, as per required fields, then click the 
“Save & Back to List” button. Repeat steps 26 and 27 until all board members 
have been inputted.  
 



Figure 24 – Current Board List continued 

 
29. Once all board members are listed, click the “Next” button to proceed.  
 

Figure 25 – Community Derived Revenue Calculation 

 
 



30. Enter information into the table as outlined. Note: this information must be 
consistent with the information listed in your CADAC profile.  
 
31. Once you’ve entered information into the first six lines, click the “Save” 
button and calculations will automatically be generated into the remaining two 
rows.  
 
32. Click the “Save & Next” button to proceed.  
 

Figure 26 – Diligence Questionnaire page 

 
 
33. Address the fourteen questions related to financial management, accounting, 
stewardship and organizational effectiveness. Click the “Save & Next” button to 
proceed.  
 

 
 
 



 



Figure 29 – Attachments page continued  

 
35. Repeat each step until all attachments have been uploaded. A red X appears 
next to Document Type once you have successfully attached your information. 
Click the “Next” button on the Attachments page to proceed.  
 

Figure 30 – Submission Summary page 

 
 



This is the final page of the application! 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. 
 
36. Click the “Export to PDF” button if you want to create a PDF copy of your 
application for your records. Then, click the “Submit” button. You will receive an 
email confirmation that your application has been received and is ready for 
review by the AFA.  


