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How to Use GATE to apply for 

Community Performing Arts Organizations (CPAO) Grant 

Step 1: log on to GATE   https://gate.alberta.ca/gate/frontOffice.jsf in Google Chrome or Internet Explorer 

Step 2: click on Browse Funding Opportunities in the left menu.  
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Step 3: - type Community Performing Arts Organizations in the Search Criteria box, OR 
               - scroll down the page, find Community Performing Arts Organizations, and click on icon under Register 

Step 4: use the dropdown menu to choose your organization with the funding opportunity. Do not do any-

thing else and click Save & Next. 

Do not use this box 

Do click Save & Next 
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Step 5: use the menu to choose your type of organization from the dropdown box. Click Save & Next. 

Step 6: fill in all questions with an asterisk and those questions with no asterisk if applicable. Click Save & 

Next when finished. 
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Step 7: fill in all questions with an asterisk. Click Save & Next when finished. 

Step 8: fill in all questions with an asterisk and questions with no asterisk if applicable. Click Save & Next 

when finished. 
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Step 9: add yourself and others as contacts by clicking the paper icon with plus sign. Fill out the new form 

or screen that appears and click Save & Back to List when finished. 

Step 10: green  indicate you have completed your profile correctly. If you see a red X click on the page, 

correct or complete any missing items, and save. Go back to the Submission Summary page by clicking in 

the grey menu at the left. Click Complete when finished. 

You have now completed your profile and can start creating your project or application, next page.  

NOTE: you can go into your profile anytime and update your contact info by first going to the Submission Summary page and 

clicking Edit (located in the middle of your screen). Then choose the page that you would like to update, save the change(s), go 

back to Submission Summary and click Complete (located in the middle of your screen). The changes are saved and will automati-

cally appear in the next project you create. More detailed instructions on how to edit  your profile after you initially create it are 

found on pages  16-19. 
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Step 11: since you have just completed your profile you can click Next to start your project. Notice in the grey menu 

to the left that you are beginning Step 2: create a project. 

Step 12: Name your project as “CPAO 2020-21” or whatever the current year span will be. Click Save & Next.    
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Step 13: the date will be automatically filled in. Click Next. 

Step 14: select contacts using dropdown menus. Click Save & Next. 
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Step 15: Notice that your address has auto filled from your profile. Click Save & Next. 

Step 16: Fill in your common name if applicable. Do not fill in the CADAC number even if you have one. It does not 

apply to this program.  Click Save & Next. 
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Step 17: Fill in the applicant agreement by scrolling down to click the small box and fill in the position title.  Click 

Save & Next. 

Step 18: Create your board list by clicking on the small icon with the + sign and completing the boxes.  
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Step 19: continue to add board members until your list is complete by clicking Save & Add Another. When you are 

finished, click Save & Back to List. 

Step 20: You should see your entire board listed. The example below shows the chair, treasurer, and vice-president 

were added. Click Next. 
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Step 21: this is your CDR form (Community Derived Revenue). Fill out all boxes marked with an asterisk from your 

most recent approved financial statements. Type 0 if there is no amount to input. The dark-shaded boxes will be 

filled in automatically. Click Save & Next. 

Step 22: fill out all boxes marked with an asterisk on the Diligence Questionnaire.  (Maximum of 1,000 characters in 

each of these sections only, otherwise your work can’t be saved and all will be erased).  Click Save & Next. 
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Step 23: click on the Document Type (underlined) and upload the requested document. To download the template 

requiring three (3) signatures approving your financial statements (for those organizations which received $25,000 

or less), and template for planned activities, click the AFA website link. 

Note: 04. Void Cheque is not mandatory — please uploaded a void cheque so we can set up automatic deposit into 

your account.  If you are set-up already for automatic deposit, please disregard.  

Step 24: Name your document in the first box (Document Description) and click on Choose File to upload the materi-

al. Click Save & Back to List to continue uploading the forms required. When finished, click on Back to List. 
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Step 25: When you have finished uploading all your documents, the Attachments page will show red circles as per 

the sample below. If you have attached the wrong document by mistake, you can delete the document by clicking 

on the red circle and re-uploading the correct document. Click Next. 

Step 26: This last page, Submission Summary, summarizes all the previous pages that you completed. If, for some 

reason, you missed an item on a previous page, you will see a red X beside the page. Click on the link beside the X, 

complete the page, and save. Go directly to the Submission Summary page by clicking Submission Summary in the 

grey menu to the left. Repeat until you see a green  beside every page. 
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Step 27: Now, and only with all green  , you can hit Submit. But, before you do that, you can print out a paper copy 

of your submission if you wish. Just click on Export to PDF. Then, go back and click Submit.  

Step 28: After submitting, the screen reverts to Submissions where you will see your application was submitted suc-

cessfully with a project number, time and date. You will receive an e-mail confirming your submission has been re-

ceived, plus you will continue to receive e-mails as your application is processed. Congratulations on submitting 

your application! 
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How to update or edit your profile 

Step 1: log on to GATE  https://gate.alberta.ca/gate/frontOffice.jsf. If you are prompted to change your 

password, please complete the steps outlined, and save your new password in a safe place. 

Step 2: click on Applicants in the left menu.  
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Step 3: click on the orange folder beside Applicant Name.  

Step 4: click on Submission Summary in the grey menu at the left.  
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Step 5: click on the Edit button in the middle of the page at the bottom and then click on any page under-

lined, above, that you wish to edit. 

Step 6: this example shows how you can make a change to the Contact List. You can click on the red circle 

with an X to delete any name and add a new person by clicking on the paper icon with the + symbol. 
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Step 7: when you click on the paper icon with the + symbol to add a person, this page appears. Fill in all 

the boxes with an asterisk and click either Save or Save & Add Another. Make any other changes you like 

to your profile by clicking any item from the list in the grey menu at the left. 

Step 8: when you have finished making all the updates to your profile, go back to the Submission Summary 

page by clicking Submission Summary in the grey menu at the left. The edit button has changed back to 

Complete. Click Complete to get out of edit mode. 
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How to complete your final report from last year 

Step 1: log on to GATE  https://gate.alberta.ca/gate/frontOffice.jsf If you are prompted to change your 

password, please complete the steps outlined, and save your new password in a safe place. 

Step 2: click on Submissions in the grey menu at the left. 
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Step 3: look for your project name and number and the step name “Submit Final Report.” Click on the or-

ange folder under the Actions column. If you can’t see this orange folder, click on [Clear Filters] near the 

top left of the screen.  Your project folder will appear. 

Step 4: Click on the orange folder beside “Submit Application” if you would like to view your application 

from last year. If you don’t need to view this, click Next. 
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Step 5: fill out all boxes marked with an asterisk on the Statistical Report. Hint: data requested in this step 

is similar to the data in the activity report that you need to upload in the next step (Attachments page). 

You may wish to complete that activity report first before completing this page. Always remember to save 

any work you do before moving on.  
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Step 6: click on the three Document Types (underlined) and upload the requested documents. To download the 

template requiring three (3) signatures approving your financial statements (for those organizations which received 

$25,000 or less), and the template for completed activities, click the AFA website link. 

Step 7: name your document in the first box (Document Description) and click on Choose File to upload the material. 

Click Save & Back to List to continue uploading the remaining forms required. When finished, click on Back to List. 
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Step 8: when you have finished uploading all your documents, the Attachments page will show red circles as per the 

sample below. If you have attached the wrong document by mistake, you can delete the document by clicking on 

the red circle and re-uploading the correct document. Click Next. 

Step 9: this last page, Submission Summary, summarizes all the previous pages that you completed. If, for some rea-

son, you missed an item on a previous page, you will see a red X beside the page. Click on the link beside the X, 

complete the page, and save. Go directly to the Submission Summary page by clicking Submission Summary in the 

grey menu to the left. Repeat until you see a green  beside every page. 
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Step 10: now, and only with all green  , you can hit Submit. But, before you do that, you can print out a paper copy 

of your submission if you wish. Just click on Export to PDF. Then, go back and click Submit.  

Step 11: after submitting, the screen reverts to Submissions where you will see your final report was submitted suc-

cessfully with the time and date. You will receive an e-mail confirming your submission has been received. Congrat-

ulations on submitting your final report from last year’s grant! 
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How to start a new CPAO application in GATE 

Step 1: log on to GATE   https://gate.alberta.ca/gate/frontOffice.jsf  If you are prompted to change your 
password, please complete the steps outlined, and save your new password in a safe place. 

Step 2: click on Browse Funding Opportunities in the left menu.  
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Step 3: - type Community Performing Arts Organizations in the Search Criteria box, OR 
               - scroll down the page, find Community Performing Arts Organizations, and click on icon under Register 

Step 4: use the dropdown menu to choose your organization with the funding opportunity. Do not do any-

thing else and click Save & Next. 
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Step 5: ignore main screen and just click Return to Registration Wizard in the grey menu at the left. This 

allows you to bypass the rest of the profile pages and start your new application. 
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Step 6: since you have already updated or edited your profile you can click Next to start a new application. Notice in 

the grey menu to the left that you are beginning Step 2: create a project. 

Step 7: Name your project as “CPAO 2020-21” or whatever the year span currently will be. Click Save & Next. 
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Step 8: the date will be automatically filled in. Click Next. 

Step 9: select contacts using dropdown menus. Click Save & Next. NOTE: you cannot add names here. You have al-

ready added the names in your profile which auto filled into this new application. 
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Step 10: notice that your address has also auto filled from your profile. Click Save & Next. 

Step 11: fill in your common name if applicable. Do not fill in the CADAC number even if you have one. It does not 

apply to this program.  Click Save & Next. 
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Step 12: fill in the applicant agreement by scrolling down to click the small box and fill in the position title.  Click 

Save & Next. 

Step 13: create your board list by clicking on the small icon with the + sign and completing the boxes.  
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Step 14: continue to add board members until your list is complete by clicking Save & Add Another. When you are 

finished, click Save & Back to List. 

Step 15: you should see your entire board listed. The example below shows the chair, treasurer, and vice-president 

were added. Click Next. 
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Step 16: this is your CDR form (Community Derived Revenue). Fill out all boxes marked with an asterisk from your 

most recent approved financial statements. Type 0 if there is no amount to input. The dark-shaded boxes will be 

filled in automatically. Click Save & Next. 

Step 17: fill out all boxes marked with an asterisk on the Diligence Questionnaire. Click Save & Next. 
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Step 18: click on the Document Type (underlined) and upload the requested document. To download the template 

requiring three (3) signatures approving your financial statements (for those organizations which received $25,000 

or less), and template for planned activities, click the AFA website link. 

Note: 04. Void Cheque is not mandatory — you can uploaded a void cheque if you choose, so we can set up auto-

matic deposit into your account. If you are already set-up for auto-deposit, you do not need to upload a cheque. 

Step 19: name your document in the first box (Document Description) and click on Browse to upload the material. 

Click Save & Back to List to continue uploading the forms required. When finished, click on Back to List. 
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Step 20: When you have finished uploading all your documents, the Attachments page will show red circles as per 

the sample below. If you have attached the wrong document by mistake, you can delete the document by clicking 

on the red circle and re-uploading the correct document. Click Next. 

Step 21: This last page, Submission Summary, summarizes all the previous pages that you completed. If, for some 

reason, you missed an item on a previous page, you will see a red X beside the page. Click on the link beside the X, 

complete the page, and save. Go directly to the Submission Summary page by clicking Submission Summary in the 

grey menu to the left. Repeat until you see a green  beside every page. 
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Step 22: Now, and only with all green  , you can hit Submit. But, before you do that, you can print out a paper copy 

of your submission if you wish. Just click on Export to PDF. Then, go back and click Submit.  

Step 23: After submitting, the screen reverts to Submissions where you will see your application was submitted suc-

cessfully with a project number, time and date. You will receive an e-mail confirming your submission has been re-

ceived, plus you will continue to receive e-mails as your application is processed. Congratulations on submitting 

your application! 
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How to resume where you left off working on your CPAO application in GATE 

Step 1: log on to GATE   https://gate.alberta.ca/gate/frontOffice.jsf  If you are prompted to change your 
password, please complete the steps outlined, and save your new password in a safe place. 

Step 2: click on Submissions in the left menu.  



39 

Step 3: find your project name and number and click on the orange file folder to the left. If you can’t see any 
orange folders, click on [Clear Filters] near the top left of the screen.  Your project folder will appear. 

Step 4: click on any page at the left (e.g. Current Board List, Diligence Questionnaire) to resume working 
on your application. Remember to save each page before moving on. 



40 

Step 5: when you have all green  , you can hit Submit. Remember, you can print out a paper copy of your submis-

sion if you wish. Just click on Export to PDF. Then, go back and click Submit.  

Step 6: after you click Submit you land back at the Submission screen, where you re-started. You know your project 

was submitted successfully because the time and date is now added. You will receive an e-mail confirming your appli-

cation has been received, plus you will continue to receive e-mails as the application is processed. Congratulations on 

submitting your application! 


