Public Art Commission Projects
User Guide

BEFORE YOU START. Make sure you have the following documents created, scanned as a pdf
and stored in one folder on your computer

1) detailed project description (no budget)

2) most recent financial statement

3) Most recent annual return from Corporate registries

4) Any additional support materials such as promotional literature, programs or newsletters

Note total cannot go above 4MB.

1. Sign on to GATE:
https://gate.alberta.ca/gate/frontOffice.jsf

-

Online Grant Application System

Front Office Portal

Username:
Welcome to the Online Grant App_lication_ System for Albert_a Culture and Tourism, the Alberta Foundation for the Arts and

%\%ﬂ“ﬁo"- Sign in here using user name and password
Password:
from e-mail (AFTER you have completed your
The system may be used to submit applications and/or final reporting information for the following Alberta Culture and Tourism

programs:

Forgot your password?

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

Browse Funding
Opportunities The system may be used to submit applications and reporting information for the following Alberta Foundation for the Arts
programs:

B Contact U
o ¢ Individual Artists Project Grant - http://affta.ab.ca/Grants/Individual-Project-Grants

* Organizational project Grant - http://affta.ab.ca/Grants/Organizational-Project-Grants

* Organizational Operating Grant - http://affta.ab.ca/Grants/Organization-Operational-Grants

* Awards and Scholarships - http://affta.ab.ca/Grants/Awards-and-Scholarships

* Art Acquisition by Application - http://affta.ab.ca/Art-Collection/Acquisitions-and-Programming

The system may be used to submit applications for the following Alberta Sport Connection programs:

L= T i T TT - = — — | — ol |



Q) Browse Funding

Front Office

9.
@& paperwork.guru

Front Office Portal

Opportunities

> Profile

My Account
Change Password

i
W wo rkspace

2. Click on Browse funding opportunities

=
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

Click on Browse Funding opportunities

Most commeonly asked questions/problems encountered while using the system.

Glossary for GATE (PDF) - Online system glossary
Quick Tips for using the System:
* To log-out properly, click the "logout” button in the top right corner of the screen when finished using GATE.

If you 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.

* 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 page.)

Applicants

Funding Opportunity
Registrations
Projects

Submissions

Bl Contact Us

Page Generation Time: 0.538s

« Only fields with an asterisk (*) are mandatory and need to be completed.

* To access an application that you’ve already started, click "Submissions” on the left-hand menu.(See Frequently
Asked Questions for additional information)

* To access and submit a Final Report, click "Submissions™ on the left-hand menu.(See Frequently Asked Questions for
additional information)

3 Use the search funding to find Public Art Commission Projects

[ atacrs
Frant Office Portal

3, Browse Funding
Opportunitiss

Reglster View

Funding Opportunity Name ¥

Browse Funding Opportunities

Search l:rite-

Search

Funding Opportunities

Funding Opportunity Start

Type in Commission

<=

Registration Start

Use the search function

Registration

ﬁ Profile

Ay Account

“hange Password

¥ workspace 8
B

ipplicants lj

‘unding Cpportunity

legistrations ]

rojects -

submissions ﬁ

§

il Contack Us

@, 4Fa- Aboriginal Individual Project Grant 1-Dec-2014 1-Dec-2014 13-Apr-2050
Q AFA - Arts Presenting 1-Dec-2014 10-Jul-2015 16-Now-2015
Q AFA - Cormmunity Perfarming Arts Organizations 1-Dec-2014 9-Jun-2015 2-0ct-2018
AFS - Cultursl Reletions - Tndiidusl 1-Dec-2014 1-Dez-2014 13-Apr-2050
@, 44 - Cultural Relations - Organizations 1-Dec-2014 15-Mar-2015 2-5ep-2020
Q AFA - Dance Individual Project Grant 1-Dec-2014 1-Dec-2014 13-Apr-2050
Q AFs - Film 2and Video Individual Project Grant 1-Dec-2014 1-Dec-2014 13-Apr-2050
AFA - Literary Arts Individusl Prejeck Grant 1-Dec-2014 1-Dec-2014 13-Apr-2050
Q, AFA - Music Individual Progect Grant 1-Dec-2014 1-Dec-Z014 13-Apr-2050
Q AFA - Crganizations Arts Projects 1-Dec-2014 1-Dec-2014 13-Apr-2050
Q AFA - Public st Comnmission Preject 1-Dec-2014 1-Jun-2015 2-0ct-2015
AFA - Progects Development 1-Dec-2014 2-Dec-2014 1-Apr-2050



4. Select AFA- Public Art Commission Project and click on the little “paper” icon with a check

mark to “register” your organization for the funding opportunity (grant program)

® Front Office

&4 afaorg

Bro
Front Office Portal
Sei
Browse Funding
Q" Cpportunities
9 profile
My Account . .
change Password er View Fupgi Fundin
| AFA - Public Art Commission Project 1-Dec-20
W workspace
Applicants
Funding Opportunity
Registrations
Projects
Submissiens
5. Use the drop down menu to associate your organization with the funding opportunity
.6 Front Offlce @ Help 6"- Logout
Funding OpporDeEE) Applicant Details
Registration
Select an existing Applicant and click Save & Next to continue
Create Applicant
- select -- |L|
3 conact s _Use the drop down
Applicant Organization (APP-04648894) .
menu to find your
organization name
* Applica e —sceq. - DO NoOtuse this box
. @ Click save and next
Page Generation Time: 0.191s m






6. Notice it has auto-filled the type of organization you are from your completed profile

® eForms ¥ rogout

& paperwork.guru Applicant Type

This box autofilled from
Applicant Name:

. * Applicant Typ i i _for- | -
Applicant Organization yO U r p rOfI I e @n Notfor-Profit >
Applicant Number:

APP-04648894 I

Back | Next ]

Applicant Profile This e.Form has been marked as complet

Applicant Type

QOrganization

Registration

Address -

Contact Lst Click save and next
File Attachments

Submission Summary

Return to Registration
Wizard

Page Generation Time: 25.93s m

[ =~ —— Tm—T = _— == s | N = |

7. I shrunk this page down so you could see it all. Notice it has auto filled from your profile.
Click “next”

P S——— Organization

Applicant Name: * Is your iza tie gi under a incis deral Act or has similar legal status? Choose one option that applies from the following list:
Applicant Organization

Applicant Number: Ho

APP-04648834 -

Notice all the boxes 0 ves

# Are you a CRA registered charity? Choose ane option that applies from the following list:

Awlifaﬂlr'rv?e a u tofi I Ied o

Apglicant Profile

Registration

Yes
Address
Contact List
File Attachments Common Name
Submission Summary (if different from Legal Entity Name):
Return to Registration
Wizard # Legal Entity Name: szt organzaon

Previous Legal Entity Name
(if changed in last 5 years):

GST Number (if applicable): 1257
Fiscal Year End (Month): | Diccember +

Fiscal Year End (Day 1-31): 31

Vision / Mission Statement:

To zezve az an example crganization

Click next

This =.Form has beeMygpsrkad == complats



8 More details. If any information is missing or incorrect, you must go back to profile to fill it

in

& paperwork.guru

Applicant Name:
Applicant Organization

Applicant Number:
APP-04548894

Applicant Profile

Applicant Type
Organization
Registration
Address

Contact List

File Attachments
Submission Summary

Return to Registration
Wizard

Page Generation Time: 6855

All autofilled. Please
note if any astericked
fields are empty, you
must fill them in on
your profile, not here

Registration

* Registration Type:

* Registered Name:
* Registration Number:

* Registration Date (yyyy/mm/dd):

Societies Act

Applicant Organization

1234567880 a

2010/01/01

[ Back |

This e.Form has been m:

I

Click next

= ]

= re—1 >

9 Check your address. If correct click yes, if not, change in your profile

(‘ & https://gate.alberta.ca/gate/viewFormlet_Details jsf

Applicant Name:
Applicant Organization

Applicant Number:
APP-04548894

Applicant Profile

Applicant Type
Organization
Registration
Address

Contact List

File Attachments
Submission Summary

Return to Registration
Wizard

Updates to this information will not be reflected in any current submissions. Please contact program staff to update applications if required.

Check the details. If
correct, click next

Search e ﬁ B ¥ 4 S

Applicant Address

* Address Line 1: 123 Made Up 7]
Address Line 2:
Address Line 3:
* City: Edmonton
* Province: p|heria -

* Postal Code: TsH 041

Country:| Canada
Mailing / Delivery Address

* Same as address above? — Choose one option that applies from the following list:
No

=/ Yes

Address Line 1: 123 Wade Up
Address Line 2:
Address Line 3:
City: Edmenton
Province: | Alberta -

Postal Code: TsH 0A1

Country: Canada

Back { Next

This e.Form has been mal

6




10 Check that you are listed as the contact

) .
&4 paperwork.guru Contact List

Applicant Name:

TTEET ToTErETEET To add a new contact click on the "plus” icon below.
Applicant Number:
APP-04648894 &
All A B C D E F G H 1 i) K L ™M N o P Q R s T u v w X A z
ApplicantEiRS Delete View Contact Name Contact Type Phone Number Board Title Officer
Applicant Type Q Ms. Paperwork Guru Primary Contact 780-427-6315
Organization 1
Registration Back J r et
Address

Contact List This e.Form has been
File Attachments
Submission Summary

ed as complete

Return to Registration
Wizard

this should be you

Page Generation Time: 8,.823s

11 There should be NO attachments

7 File Attachments
#4 paperwork.guru

Applicant Name:

Applicant Organization Document Type Required? Download Document Description Date Attached
AT T EE Attachment 1 No - No Attachment
APP-04548894
Attachment 2 No - Mo Attachment
Applicant Profile Attachment 3 No -- Mo Attachment
Attachment 4 No - No Attachment
Applicant Type Attachment 5 No - Mo Attachment
Organization
Registration [ Back | I Next
Address .
5 This e.Form has been marked as complete
Contact List
File Attachments

Submission Summary

Return to Registration
Wizard

There should be no attachments

Page Generstion Time: 4.6325







12 Your profile check is complete. Click on “submission summary” to continue. Once there,
click on “Return to Registration Wizard”

File Edit View History Bookmarks Tools Help | ol )
(E\ Grant Help & Resour... % | ﬂi Outlook.com - barba... * | ﬁ Facebook x | TheSingingStage Forum «... * | ‘_, Grantium™ Program ... % | #, Grantium™ - Submiss... * +
(- @ https)//gate.alberta.ca/gate/viewFormlet_AttachmentList. c ® v Search ) ﬁ E % ¢ 5) @' 9 =

Submission Summary

‘1 paperwork.guru

Applicant Name:
Applicant Organization Complete Page Last Updated Mandatory
AT N e v Applicant Tvpe 2015/03/23 Yes
APP-04648804

v Organization 2015/03/23 Yes
Applicant Profile v Reqistration 2015/03/23 Yes
Applicant Type v Address 2015/03/23 Yes
Organization v Contact List 2015/03/23 Yes
(= EXelEEn - File Attachments No Tnput Required No
Address
ComtactList - Submission Summary No Input Required No
File Attachments
Submission Summary

[ Back ] | Next ]
Return to Registration
Wizard [ Edit ]
. . This e.Form has been marked as complete
Your profile is checked and okay, click on
return to registration wizard to continue

Page Generation Time: 7,192 csSbC

T e e ]

af ‘ S

13. Click “next to Proceed”



® Front Office

Front Office Portal Complete Applicant Profile

@, Browss Funding Click View to review your Applicant Profile, or

Opportunities Click Next to proceed.

Click Next

Funding Opportunity

Registration
Cancel ] |

View ¥ Hext

Login or Create Profile
Create Applicant
Step 1:

Complete Applicant
Profile

Step 2 :

Create a project

Step 3 :

Complete application

bl Contact Us

Page Generation Time: < 0,15 csm

14 Name your projéct - start with the letters “PAC”

Ice
Create a Project
Funding Opportunity Name: AFs t Commission Project Name vour prOJECt
* Applicant Project Nandz: pac . Sampk Frojge start i ng W it h PAC
ity o Click Save & Next
e
refile

15 Date will autofill. Click next

10



-
#4 paperwork.guru

Applicant Name:
Applicant Organization

Applicant Number:
APP-04648894

Project Name:
OAP - Sample Project

Project Number:
AFA-OAP-14-038157

Alberta Foundation for
the Arts Application Form

Program Overview
Contact List

Applicant Contact
Information

Qrganization Information
Project Description

Organization Applicant
Agreement

Current Board List

Project Budget
Project Expenses
Project Revenue

Attachments

Program Overview

d"

Logout

The Organizations: Arts Project Grant Stream assists not-for-profit organizations by providing a grant for a
specific arts project. This grant stream also provides project support for leadership development, capacity
building, and partnerships that enhance the promotion and support of the arts in Alberta.

Please click here for program guidelines and information.

Date Received: 2015/03/27

(yyyy/mm/dd)

Back

| I(

Click Next

T~ | =<

| - =

T

<=l

- |

T
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16 Select contacts using drop down menus

& paperwark.guru

Applicant Name:
Applicant Organization
Applicant Number:
APP-04648894

Project Name:

OAP - Sample Project
Project Number:
AFA-OAP-14-038157

Alberta Foundation for
the Arts Application Form

Program Overview
Contact List

Applicant Contact
Information

Organization Information
Project Description
Organization Applicant
Agreement
Current Board List
Project Budget

Project Expenses

Attachments

Contact List

Use the drop down
menus to choose
contacts and signing

% Primary Contact Name: Ms. Paperwork Guru [~

(This is the person we will call for project information.)| =~ select --

Ms. Paperwork Guru
VIS. FApPerwork aru

* Secondary Contact Name:

(This is the person we will call for project information.) aUthorltles
* Signing Authority Contact: |\|g. Paperwork Guru ~
(This is the legal/financial signing authority for the organization.)
Note:
If contacts do not appear in the list, then an update must be made to the Contact List in the Applicant
Profile.
All A B C D E F G H I 1 K L M N o P Q@ R S T U Vv w X Y z

Delete View Contact Name Phone Number

604376315 Then click save and next

1 /\

Q Ms. Paperwork Guru

[ Save & Back ] l Save ] Save & Next
Project Revenue
Back ] [ MNext
Submission Summary
[ _— — [ Br— e - | —ill ——all T ]

[ T ———

Applicant Name:
Applicant Organization
Applicant Number:
APP-04648894

Project Name:

AP - Sample Broject
Project Number:
AFA-DAP-14-038157

Alberta Foundation for
the Arts Application

Applicant Contact Information

Updates to this information will not be reflected in the Applicant Profile.
Update the Applicant Profile if required.

Applicant Address

Auto filled.

* Address Line 1: 123 Mase Up
Address Line 2:

Address Line 3:

Form

Program Overview
Contact List
Applicant Contact
Information
Organization
Information
Project Description
Organization Applicant
Agreement
Current Board List
Project Budget
Project Expenses
Project Revenue
Attachments

Submission Summary

View Applicant Prafils

Export to PDF
Get PDF Viewer

Exit Registration

* City:
”_‘_ Province:
* Postal Code:

Country:

Edmonton
Alberta -
TEH 0A1

Canada -

Mailing / Delivery Address

Please ensure that the mailing address is correct for this application.

Address Line 1:
Address Line 2:
Address Line 2:
City:

Province:
Postal Code:

Country:

123 Made Up

Edmonton
Alberta -
T5H 0A1

Canada

Click save and

Save & Back ] [ Save

Save & Next ]

next

| (N
e,

( Back J

[ Next ]

Check Speling ]

(
o e [aad T e T2

12



18 Fill in your common name. DO NOT FILL IN CADAC NUMBER. It does not apply in this
program (even if you are a CADAC member)

2
&4 paperwork.guru

Applicant Name:
Applicant Organization
Applicant Number:
APP-04648894
Project Name:

OAP - Sample Project
Project Number:
AFA-OAP-14-038157

Alberta Foundation for
the Arts Application
Form

Program Overview
Contact List

Applicant Contact
Information

Organization

Information

Project Description

Organization Applicant

Agreement

Current Board List

Project Budget
Project Expenses
Project Revenue

Attachments

Submission Summary

View Annlicant Profile

Organization Information

Organization's Registered Name: Applicant Organization

Note: Must match Provincial Registration name. If this is not corre date the Applicant Profile (if applicable).

Fill in only if applicable

Common Ra
(if different from Legal Entity Na

Alberta Registration Number: 1234567390

Alberta Registration Date: 2010/01/01
(yyvy/mm/dd)

CRA Registration Date: Fo)
(yyyy/mm/dd)

Fiscal Year End

X Month: December ~
* Day: 31

_capac number: [)o not fill in -- does not apply to this grant
(applicable only for

PPAO, PAG, PASO)

Save & Back ] | Save Save & Next

] §
o
Next \__\

Back I I

[ Check Spelling ]

19 Fill in your project description (start with the letters PAC -- and one sentence including
the location of the commission). Fill in start and end dates using the calendar (start with the

year first, it’s picky)

® e.Forms

2
&4 afaorg

Applicant Name:
AFA Org

Applicant Number:
APP-22632936

Project Name:
PAC - Sample Project

Project Number:
AFA-PACP-14-036695

Alberta Foundation for
the Arts Application Form

Program Overview
Contact List

Applicant Contact
Information

Organization Information
Project Description
Organization Applicant
Agreement
Current Board List
Project Budget
Project Expenses
Project Revenue
Attachments
Submission Summary

View Applicant Profile

Export to PDF

Project Description

0ject Description Brief:

Project Description: Start with PAC

PAC Springfield Library Art Commission

Brief descriptisfis are used internally. For example: Western Canadian tour for the album “New Music”.

s * Project Start Date: [201501/01 Fr)
Fill in start/end dates (yyyy/mm/dd)
using calendar * project Completion Date: [551501/01 |

(yyyy/mm/dd)

Save & Back Save Save & Next
Back MNext

Check Speling Then click save and next

13



20 Applicant Agreement. Scroll all the way down to click the little box and fill in the position
title. Click save and next

B s e

Acslcant e
ZapiaseiSepamaian

——

e

Organization Applicant Agrezmant

Alberta Foundation For The Arts Applicant Agreement

Appicant Organtzation

[ ARRICaTIon o GrAM RIAING M the ATMArT FaUNTISN o the AT
433(5) e True CORIES AN RS De=n ATACHSd 13 20d TN AT OF e AGDI:
Li281I0AT ) 195TAS ON ThE AFA WaDITe 3% MER!// WWW. AT 3063

ipicETion 85 SuppaTIng S5 i3 trus ana szzurans ans ansarses by the Dnganzation;

Hs Application be approved, amy awarded s subject terms and The g terms and conditions:
L. Ths GLizsines a3 AZDICATN I D37 4 TNZ AGTASTAT 203 The DIGANTANAN S3TEAL 10 8 IUN B THE TASUSTATSE 14 0U% In Tham

2. Ths Organizstion underatands and sgrees Tt umies f racees 3 ltier Mo ins ARA swaring grans funding [the "Sran”) for the Purporels] S5t 04 In the AppiSstion [Agpraved Purpoie, and Sefting out ns aMOuE and Hmeines far the BEymant ofins Grant, thers i n2 auigEvien betwsen the

3, Tz Qrganizatian unaErSTans an: agTESS TSR INE AFA My EWAT 2 GRAE S3r IS5 Anding TN The OrGENTaTN FaJUSSted IN Kk AZSNCETian. The OrganTatian agress Tt B G35 TOT FETUT he GRanE 10 The AFA WININ 32 oyS G FSSEIGR f thE NS Or The NS DSING SRAITSD I RS 8SIUT, By
e

AFA vl 3ty the D rganizatian any adaitiansl finds abave $he amauTE of tne Grant; and
e 1n i orc and et

Uzt vl Bt T GRATT 2WENED T ThE ADDrIvES PUTBIEE
5. The Organization must camaly with all apaiicasie L
5 By acmasting toe Grare, the OrgunTtion Sgnaas to e ound by fhe rEaunmATE: Ta% 5ut In the Guissiines and in the Aopilzation and reistad sttachmants

7. TiE Agresmer: Camimencs the cav The ARSISETIAN 15 F1GNS3 Iy 87 SUENAMESd MErEFSTIAVE O TS OrGaNiZatin and SUBMITEaZ 10 The AFA BNd SaNSIUSES WheN The Gt i HSen J=3REed I3 e fGaNZaTiaNs DAk BCSOUTE aF The QrGaNIZaTian Has FECEVad & ETUar Tam The AFA ES8TING thar they
il R e reCENANG Gram funang.

8. Ay part of the Grant 70t spent a5 Sa£ aut N this Agresmiant, of Uon EarMINatoN of this Agresment, Must be renald ta the AFA

9. Tis Agreemen may b= termined upan:
2. Mutusl wrmzen cone;

o mnes ety
=vert of s breach ofany tenm ar conditian af iz Agrasment; ar
Organization Becnmas Insahuent

10 The Organzamian agres tagive the
22z oIz AgrasTan are n s%act an:

11 The Srganization acknowiesges

IF) appiles 0 reconds Submitted by the Drganization to the AFA, Including the Agpication and all Sttachmients: and this Agresment. These recards may be disclased In response T an access o
iarmation request unser =Y =

o12 A

et 65 amy appiicatis sxzagtions o disciarure unser

12. e ety and nais Rarmiezs o

miayess or agents. Such ingemat

Mziyes: aN33GETRE SO any aN3:31 CLNME SEMENSE, SCTIANE 303 SASTE (NCILCING 1SS SOSTE ON 8 SANCTROT-SITT SaEE) S WTICN the QFGANIZECION i ISG TAZIANgIks, INCIAING TS STSING Ut S NAJIGENCE or Wi

e Scroll down to here and click
the box

13 This Agrasmant shail s guarnas sns intarprated n scoorsance

L6, Thi Agrasment i not IMEENGRd 30 BNG GSS NG Mike SRNET GarTy TS AJ2M oF BarTiar af the GZNer &7 any Pur

15, This Agrasment may ot be assigned oy

15, The Organizstion il rezagnize the source of

rart ax reuired by the Guidelines

™e iz quty au

410 MIKS ™ ADBIICITION 3Nd 1 BING the OIJINLZITIoN 10 the Agremant

on (" Grgeriz ation )

R — Click save and next

< parition rwid:
[

« Thw Orperizstion e 5 o1l L atetuments shove:

21 Create your board list

/!

&4 paperwork.guru

Applicant Name:
Applicant Organization
Applicant Mumber:
APP-046488%4

Project Name:
QAP - Sample Project

Project Number:
AFA-OAP-14-038157

Alberta Foundation for
the Arts Application
Form

Program Overview
Contact List

Applicant Contact
Information
Organization
Information
Project Description

Organization Applicant
Agreement

Current Board List
Project Budget
Project Expenses
Project Revenue
Attachments
Submission Summary

View Applicant Profile

Current Board List

Adding Board Members:

Click -D to add a new Board Member to the list.
Click Q in the "View" column to edit the details of a listed Board Member.
Click @ to delete a listed Board Member.

w Filters] [Clear Filters]

B E

iti First Name Last Name Start Date
| Add new item to list .
g James Kirk 10-10
@ Q Vice-President Leonard Mccoy 10-10
1
[ Back ] [ Next

Create your board list by clicking on the little
square with the cross in it

https://gate.alberta.ca/gate/viewFormlet_Details.jsf#
T T T——

T T a— e il

14



15



22 Add another board member until all filled in

e.Forms
& paperwark.guru Board Executive Details
Applicant Name: * Position: Trggsurer -
Applicant Organization
Applicant Number: H I
o aeaga0s Make sure you fill in * Salutation: s, .
Project Name: - . . - .
AP - Sample Project all details including ® First Name: chrstns
Project Number: * Last Name: Chapel
AFA-OAP-14-038157 board member start

* Address Line 1: starship Enterprise

Alberta Foundation for date. i
the Arts Application Address Line 2:
Fors Address Line 3:
Program Overview * City: Edmonton
Contact List * Province: Alberta -
Applicant Contact
Information * postal Code: T5H 041
Organization
Information

* Phone Number: 720 427 6315
Project Description

Organization Applicant

Agreement

Current Board List * Start Date (mm-yy):

Project Budgst
Project Expenses
Project Revenue

[— Click this only when

Submission Summary

* Email Address: Nursechapel@dummy.ca

10-10]

Save Save & Add Another

( Save & Back to List 2

the entire board has i
been filled in

Check Speling

View Applicant Profile

Export to PDF

icwar

Keep clicking save and
add another until you are
done with the board

_Gat DOE Vi
= — I = -— = E=—— |

23 You should see your entire board listed here. Click next

® eForms

(?A paperwork.guru Current Board List

Applicant Name:

Applicant Organization
Applicant Number: -
APP-04648894 Click Q to add a new Board Member to the list.
Project Name: Click
QAP - Sample Project X () X
Project Number: Click to delete a listed Board Member.

AFA-OAP-14-038157 [Show Filters] [Clear Filters]

Adding Beard Members:

in the "View" column to edit the details of a listed Board Member.

Fj &
Alberta Foundation for = =
the Arts Application

F Delete View Position First Name Last Name
orm

® @ president James Kirk

Program Overview
(%) Vice-President Leonard Mceos
Contact List @ Q ¥

Applicant Contact ® @ Treasurer Christine Chapel
Information

QOrganization 1
Information [ Back I {
Project Description
Organization Applicant
Agresment

Current Board List

Project Budget Your entire board should

Project Expenses

Project Revenue be listed above

Attachments

Submission Summary

View Applicant Profile

Export to PDF
_Get PDE Viewer

Start Date
10-10
10-10

10-10

Click next

[~ —— | IMa="1T = - . T =il ==l N
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24 The budgeting may be different from what you are used to in other AFA programs.
Please read and understand this information before moving to the next screen

® eForms ¢ togout

& paperwork.guru

Applicant Name:
Applicant Organization
Applicant Number:
APP-04648894

Project Name:

OAP - Sample Project
Project Number:
AFA-OAP-14-038157

Alberta Foundation for
the Arts Application Form

Program Overview
Contact List

Applicant Contact
Information

Organization Information
Project Description
Organization Applicant
Agreement
Current Board List
Project Budget
Project Expenses
Project Revenue
Attachments

Project Budget

Please refer to the program guidelines to determine eligible expenses.

Please select a heading from the drop-down menus for each separate expense section. Total Expenses
will automatically calculate. Total Costs will be calculated once the Save button is selected.

Include project revenue (funding from other agencies, personal contributions, in-kind contributions, etc.)
on separate lines within the revenue section to balance out the expenses. Total Revenues will
automatically calculate.

The remaining amount is your request to the AFA. The maximum AFA grant request must not exceed the
amount indicated in the AFA program guidelines.

Total Expenses will equal Total Revenues + AFA Grant Request.

You may include explanatory notes to your budget on the following page.

Click next once

| Back | | Next ] you've digested this
Please read and understand. The budget portion page

can be tricky. NOTE: no totals calculate until you
click on "save"

T

m T —= T — T — W —— T

25 Expenses Part 1.

® eforms

[ een— Project Expenses
—— Use the drop down box. There
tppiicant Organization TrEepense Type 1 Administration -
ol < — > arethree expense types
eyt st Mumber Unit Cost Total Cost - -
e g orome ] —— This will calculate when
Alb=rts Foundstion for smp Drtes 3 w [ s . :
Eryclies e ‘ e <:I you click save
S —
gt Cortoct —
| [ —]
. —]
Orgarization Appicart ]
Froject Revenus e
Aftachments [—]
Submissizr Summary =
. e
— e

) — The subtotal will calculate

it A et s S st . Pl o il s .nmm.umno..$ when you click save
Use this space for any budget notes for above R t the above". .
epeat the above exercise
Expense Type 2: — select — - .
with the next expense type

S~ I =l = | ealll ool el P
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26 Expenses are all filled in

Pu.ug
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
Subtotal: m

Comments:

I have filled in all my costs and this is
the total of all my expenses Total Proposed Expegses: 162,500.00 /
Prop d Exp C 52

Save & Back | | Save | | ( Save & Next ‘ |

Sy
Back | | Next \‘_/

| Check Speling |

27 Income. Now fill in your revenue items (NOT including AFA). It will auto calculate your
grant request.

20



Project Revenue

Non-AFA Revenue

Description Amount Funding
Status
Fill in all your revenue. To review % |Qrganization In-Kind Contriubtion $20,625.00, | Confirmed ¥
Municipal Grant $20,000.00 |Pending v @

maximums for the PAC program,
refer to the Program Guidelines —select - ¥ please indicate if the funding is

—seect - ¥ confirmed or pending.
—select - v
—select - ¥
—-select—- v
—select- ¥
—select - ¥
—select- v
—-select - ¥
—select - ¥
—select- v
—-select - ¥
—select— ¥

This will auto calculate when you

Total Non-AFA Revenue: $40,625.00 .
hit "Save”

This will auto-calculate and will not
exceed 75% of total project budget

Grant Amount Reque:

Comments:

21



28 Now we upload your attachments: (these are the files that you prepared prior to starting
the on-line process and have saved in one file folder on your computer for easy access)

Attachments
Delete Document Type Required? Download Document Description Date Attached
01. Business or strategic plan @ Click each Document Yes -- Mo Attachment
02. Detailed project description Type to upload Yes -- Mo Attachment
03. Most recent annual financial statement Yes Mo Attachment
04. Most recent annual return from corporate registry Yes No Attachment
05. Support materials Mo Mo Attachment
Back MNext
< < t
® efForms 2P Logout
' X Attachment Details
@& paperwork.guru

Applicant Name:

give document a title
Applicant Organization

* Document Descriptio_Project Description

Applicant Number: Use this button to locate * File Name: [ Browes.

':PP,_U4E:BBQ4 the file in the folder you Document Type: 01, Detailed project description
roject Name:

OAP - Sample Project created before you Maximum Size: 4 MB

Project Number: started filling in this form Allowable Formats

! jpg, xIs, xlsx, wpd, pdf, doc, docx, xml, mpp, rtf, txt
AFA-OAP-14-038157

Instructions:

Alberta Foundation for

the Arts Application Form Save J
E— Click this to “P'°ad(m | ——
Contact List the next document ™S——__

Applicant Contact Check Spelling J
Information

Organization Information
Project Description

Organization Applicant
Agreement

Current Board List
Project Budget
Project Expenses
Project Revenue
Attachments
s ] s [ Al == e g [aand T A T o2
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30 Final list of uploads

Attachments
Delete Document Type Required? Download Document Description

@ 01. Business or strateqic plan Yes Q Business Plan
@ 02. Detailed project description Yes Q Project Description
@ 03. Most recent annual financial statement Yes Q Financial Statement
@ 04. Most recent annual return from corporate reaistry Yes Q CORES Return

05. Support materials Mo -

Your uploaded documents .

P Back Click Next

31 Submission summary shows if you’ve missed something:

-
@& paperwork.guru

Applicant Name:

Submission Summary

Applicant Organization Complete Page Last Updated Mandatory
Applicant Number: . . .
Program Qverview

APP-04648894 Program Qverview No Input Reguired No
Project Name: v Contact List 2015/03/27 Yes
OAP - Sample Project 1
Project Number: oops' IV‘Ilssed / Applicant Contact Information 2015/03/27 Yes
et Somethlng \/ Organization Information 2015/03/27 Yes
Alberta Foundation for J Project Description 2015/03/27 Yes
the Arts Application $
Form pp X Oraganization Applicant Agreement Please Complete Yes

. . \/ Current Board List 2015/03/27 Yes
Program Overview Clickonitto go _ .
BT i Project Budget No Input Required No

; back to fix the .

Applicant Contact v Project Expenses 2015/03/27 Yes
Information error
Organization Information - Project Revenue Nao Input Required No
Project Description v Attachments 2015/03/27 Yes

Organization Applicant
Agreement
Current Board List
Project Budget
Project Expenses
Project Revenue
Attachments
Submission Summary

View Applicant Profile

Back ] | Next |

Exportto PDF

Notice this is grayed out
and can't be clicked

Get PDF Viewer

Submit

— T
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32 Now it looks good. Click Submit

® eForms

- -
&4 paperwork.guru Submission Summary

Applicant Name:
Applicant Organization Complete Page Last Updated Mandatory

Applicant Number:

_ . .
APP-04648894 Program Overview No Input Required No
Project Name: v Contact List 2015/02/27 Yes
OAP - Sample Project
Project Number: J Applicant Contact Information 2015/03/27 Yes
AT . ,/ Organization Information 2015/03/27 Yes
Now it looks

Alberta Foundation for v Project Description 2015/03/27 Yes
the Arts Application g°°d
Form \/ QOrganization Applicant Agreement 2015/03/27 Yes

/ Current Board List 2015/03/27 Yes
Program Overview Project Budget No I it R ired N

) —
Contact List roject Budge o Input Require o
Applicant Contact v Project Expenses 2015/03/27 Yes
Information
Organization Information - Project Revenue No Input Required No
Project Description v Attachments 2015/03/27 ves
Organization Applicant
Agreement
Current Board List Back ‘ | Next ‘
Project Budget
Project Expenses Export to PDF |
Project Revenue . .

. Click submit

Submission Summary

View Applicant Profile

33. TA DA! You’ve successfully submitted a grant to the AFA. You will receive an e-mail re:
successful submission. You will continue to receive e-mails as the application is processed.

L @ Help &

Applicant: AFA Org (APP-22632936)

Submissions

[Hide Filters] [Clear Filters]
Applicant Project Name: All Projects v
Date Submitted: On v )
Project Status: All Projects v
Submission Version: Latest Version ¥
Associate Type: All v
= Success!!
Project Name Funding Opportunity Name
i ) i Versi D i
Actions Project Number Step Name Start Date End Date Associate Type ‘ersion ate Submitted
=~ PAC - Sample Project AFA - Public Art Commission Project Dec-2014 31-Mar-205 A e 2.Ge0-2015 11:35:42 AM
APA-PACD-14-036605 Submit Application 1-Dec-2014 31-Mar-2050 Primary Applicant 2-Sep-2015 11:35:42 AM
1

Congratulations! You have applied for the Public Art Commission
Program funding!
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How to Stop Halfway Through and Log Back In

34 If you wish to stop and continue writing your grant later, click “save” on whatever page
you are on and then go to the top right corner to log out.

Project Revenue

-
&4 paperwork.guru

Click "save" and then

AFA - Organizations Arts Non-AFA Revenue CIICk here tO |0g Out T
Projects

Applicant Name: Description Amount Funding

i i Status

Applicant Organization

e e Organization Contribution $10,000.00 Confirmed ~
APP-04648894 Canada Council $3,000.00 Pending -
Project Name:
OAP - Sample Project -- select - ~
Project Number: --select-- ~
AFA-OAP-14-038157
-- select-- ~
Alberta Foundation for -- select - ~
the Arts Application —select - ~
Form
-- select -- ~
Program Overview --select-- ~
Contact List
oniect == - select - ~
Applicant Contact
Information -- select - ~
Organization Information anlant M
= - I || = pr— T | =] . T

35 To continue on an existing session, login with your user name and password. Click on
“submissions”
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Front Office

-

Welcome to the Online Grant Application System!

a
"4 paperwork.guru

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

Q, Browse Funding Frequently Asked Questions (PDF) - Most commonly asked questions/problems encountered while using the system.
Opportunities

Glossary for GATE (PDF) - Online system glossary

- Profile

Quick Tips for using the System:
My Account * To log-out properly, click the "logout” button in the top right corner of the screen when finished using GATE.
Change Password If you 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.
& work
: =l * 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 page.)

Applicants

Funding Opportunity * Only fields with an asterisk (*) are mandatory and need to be completed.

Registrations

Projects an application that you’ve already started, click "Submissions” on the left-hand menu.(See Frequently Asked Questions for
Submissions Il information)

L.J Contact Us * To access and submit a Final Report, click "Submissions” on the left-hand menu.(See Frequently Asked Questions for additional

information)

To continue your grant application from a
Page Generation Time: 0.699s previous session, click on "submissions" csbC

= — T =T = - b T il =

36 Then Click on the little file folder

— it
Applicant: AFA Org (APP-22632936)
Submissions
[Hide Filters] [Clear Filters]
Applicant Project Name: | All Projects M
Date Submitted: | On v |

Project Status: | All Projects v

Submission Version: | Latest Version ¥

Associate Type: | All v
Fitter

Click on the file folder icon
Actions Prm.ect LEDE EandinulnpotionitviNamE Start Date End Date Associate Type Version Date Submitted

Project Number Step Name

PAC - Sample Project AFA - Public Art Commission Project P Mar P . e e

AFA PACP-14-036605 Submit Application 1-Dec-2014 31-Mar-2050 Primary Applicant 1 2-5ep-2015 11:35:42 AM

1

37 Use the side Menu navigation to pick up where you left off.
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® e.Forms

'l paperwork.guru

AFA - Organizations Arts
Projects

Applicant Name:
Applicant Organization
Applicant Number:
APP-04548894

Project Name:

QAP - Sample Project
Project Number:
AFA-OAP-14-038157

Alberta Foundation for
the Arts Application
Form

Program Overview
Contact List
Applicant Contact
Information
Organization
Information
Project Description
Organization Applicant
Agreement
Current Board List
Project Budget
Project Expenses
Project Revenue
Attachments
Submission Summary

View Applicant Profile

Program Overview

The Organizations: Arts Project Grant Stream assists not-for-profit organizations by providing a grant for a specific arts project. This grant stream
also provides project support for leadership development, capacity building, and partnerships that enhance the promotion and support of the arts
in Alberta.

Please click here for program guidelines and information.

Date Received: |2015/03/27
(yyyy/mm/dd)

Back I l Next

Use the side menu to navigate to page
where you left off. It will also allow you
to check all your previous pages

=1 .= — — | — | - e
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38. Finish data entry on the pages you need to. Once to you get to the summary page, click
on submit:

Submission Summary

a
@4 paperwork.guru

AFA - Organizations Arts

Projects Complete Page Last Updated Mandatory
- Program Overview No Input Required No

Applicant Name:

Applicant Organization v Contact List 2015/03/27 Yes
Applicant Number:
Applicant Contact Information
APP-04648894 J Applicant Contact Information 2015/03/27 Yes |
Project Name: / Organization Information 2015/03/27 Yes 1
OAP - Sample Project
Project Number: v Project Description 2015/03/27 Yes
AFA-OAP-14-038157 J Oraganization Applicant Agreement 2015/03/27 Yes
Alberta Foundation for J Current Board List 2015/03/27 Yes
the Arts Application
-
Form Project Budget No Input Required No
v Project Expenses 2015/03/27 Yes

Program Overview

g . - Project Revenue No Input Required No
Contact List
Applicant Contact v Attachments 2015/03/27 Yes
Information
Organization Information
Project Description Back | Next |
Organization Applicant
Agreement [ Exportto PDF

_ ] i
curment Board st Now that it's complete,

Proje?t Budget
oot Revene. [ I click on "submit"

Attachments
R

[ == . — a1 == - PNl =N > .. ]

39 Success

Applicant: AFA Org (APP-22632936)

Submissions

[Hide Filters] [Clear Filters]
Applicant Project Name: All Projects v
Date Submitted: On v |
Project Status: Al Projects v
Submission Version: Latest Version v
Associate Type: All v
== Success!!
Project Name ¥ Funding Opportunity Name
Actions Start Date End Date Associate T Version Date Submitted
Project Number Step Name rt S ype
=~ PAC - Sample Project AFA - Public Art Commission Project Das.2014 2 -Mar-20S! sanke " 2.Ga6-2015 11:35:42 AM
APA-PACD-14-036605 Submit Applicaion 1-Dec-2014 31-Mar-2050 Primary Applicant i 2-56p-2015 11:35:42 AM
1
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