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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 
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2. Click on Browse funding opportunities 
 

 
 
3 Use the search funding to find Public Art Commission Projects 
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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) 
 

 
 
5. Use the drop down menu to associate your organization with the funding opportunity 
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6. Notice it has auto-filled the type of organization you are from your completed profile 
 

 
 
7. I shrunk this page down so you could see it all. Notice it has auto filled from your profile. 
Click “next” 
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8 More details. If any information is missing or incorrect, you must go back to profile to fill it 
in 
 

 
 
9 Check your address. If correct click yes, if not, change in your profile 
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10 Check that you are listed as the contact 
 

 
 
11 There should be NO attachments 
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12 Your profile check is complete. Click on “submission summary” to continue. Once there, 
click on “Return to Registration Wizard” 
 

 
 
13. Click “next to Proceed” 
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14 Name your project - start with the letters “PAC” 
 

 
 
 
15 Date will autofill.  Click next 
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16 Select contacts using drop down menus 
 

 
 
17 Notice that your address has autofilled 
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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) 
 

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

 
 
21 Create your board list 
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22 Add another board member until all filled in 
 

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

 
 
25 Expenses Part 1.  
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26 Expenses are all filled in 
 

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

 
 
29 Browse and upload 
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30 Final list of uploads 
 

 
 
31 Submission summary shows if you’ve missed something: 
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32 Now it looks good. Click Submit 
 

 
 
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. 
 

 
 
 

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. 
 

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



26 
 

 
 
36 Then Click on the little file folder 
 

 
 
37 Use the side Menu navigation to pick up where you left off. 
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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: 
 

 
 
39 Success 
 

 


