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How to Use GATE to apply for 

Literary Individual Project Funding 

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 Literary Arts Individual Project Grant in the Search Criteria box, OR 
               - scroll down the page, find Literary Arts Individual Project Grant , and click on icon under Register 

Step 4: use the dropdown menu to choose your name with applicant number. Do not do anything else and 

click Save & Next. 
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Step 5: on the Applicant Type page choose Individual from the drop-down menu. Click Save & Next. 

Step 6: on the Individual page enter your legal name (first name and then last name) in the Legal Name 

box. Click Save & Next. 
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Step 7: on the Address page fill in all questions with an asterisk. Click Save & Next when finished. 

Step 8:  on the Contact List page add yourself and others, as needed, by clicking the paper icon with the 

plus sign.  
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Step 9:  when you click the paper icon with the plus sign this form appears. Fill out the boxes as requested. Click 

on Save & Back to List when finished or, if you need to add another name, click on Save & Add Another. When you 

return to the main Contact List page,  click Next to proceed to the Submission Summary screen. 

Step 10: this last page of the profile is the Submission Summary. The  green  indicates you have completed your 

profile correctly. If you see a red X , click on the page beside the red X to correct or complete any missing items.  
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Step 11: now, and only now, when you see all  green  can you click on the Complete button. You  have now com-

pleted your profile.  When you click on Complete you will move to a page called Complete Applicant Profile (next 

page of instructions) where you will start filling out a project application. 

NOTE: you can go into your profile anytime and update information: 

 Log on to GATE: https://gate.alberta.ca/gate/frontOffice.jsf 

 click on Applicants in the grey menu at the left 

 click on the orange folder beside your organization name 

 once your profile page has loaded, click on “Submission Summary” in the grey menu at the left 

 click on the “Edit” button in the middle of the screen 

 click on any item above that is underlined (e.g. Contact List). Make the changes you wish, save the page, and then go 
back to Submission Summary and click the “Complete” button (used to be edit). Very important to do this last step to 
get out of edit mode. 

 

More detailed instructions with screen shots on how to edit your profile after you initially create it, are found on pages 19-22. 

 

 

 

https://gate.alberta.ca/gate/frontOffice.jsf
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Step 12: since you have already 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 13: Name your project by typing in the box. Note: you cannot go back and change the name so make sure you 

are happy with the name of your project before you click Save & Next.    
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Step 14: if you would like to review the program guidelines click on click here. Otherwise click Next. 

Step 15: just complete the two questions with the asterisk. Click Save & Next. 
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Step 16: on the Contact Information page choose your name from the drop-down box. Click Save & Next. 

Step 17: on the Applicant Contact Information page verify that your information is correct. If not, go ahead and 

make the changes (the boxes are live).  Please remember to go back to your profile and update your address there 

as well (see pages 19-22 for instructions). Click Save & Next. 
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Step 18: choose the appropriate category from the drop-down menu and if the application is for an individual or 

ensemble. Community Affiliation is voluntary so only complete this if you so choose.  Click Save & Next. 

Step 19: provide a brief project description and choose start and end dates for your project. Note: the start date 

cannot be before the date the application is submitted. Click Save and Next. 
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Step 20: on this page you need to designate yourself as the artist of your project by clicking + icon.  If you are part of 

an ensemble, add all other key creative artists by clicking the + icon each time. 

Step 21: this is the form that appears after clicking on the + icon described above. Depending on your project, click 

Save & Add Another or Save and Back to List. 
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Step 22: this is what the screen looks like after you add yourself as an artist and others (if applicable). Click Next. 

Step 23: Read the Individual Applicant Agreement in its entirety and click the box marked with an asterisk. Click 

Save & Next. 
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Step 24: the Project Budget page explains the next two screens. Read through the text and click Next. 

Step 25: on the Project Expenses page there are four opportunities to choose an expense type from the dropdown 

menus and input details. There is also a comments box after each expense type to further clarify if necessary. 
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Step 26: still on the Project Expenses page, the screen shot below shows the lower part of the page and the Total 

Proposed Expenses box. This automatically fills in when you click Save. There is also a larger Proposed Expenses Com-

ments box if you have more details to share about your budget. When you are finished with your budget expenses 

make sure you save the material and click Next. 

Step 27:  on the Project Revenue page input any revenue you may have toward the project. Indicate if the funds are 

confirmed or pending from the dropdown box under Funding Status. There is also a comment box you can use.  

When you slick Save, the Grant Amount Requested box automatically fills in. Click Save & Next when you are fin-

ished. 
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Step 29: when you click on a page you land on Attachment Details. Fill in the document description box and click on 

Browse to upload the document from your own files. Click on Save & Back to List to upload the remaining mandatory 

items by clicking on the next document type and repeating. Add any other material if relevant to your application.  

Step 28: on the Attachments page click on the underlined document type to upload the requested document. You 

must upload information for any lines listed  Yes for required documents. To add additional support material that is 

relevant to your project, you can choose any of the other document types to upload a file. 
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Step 30: When all attachments are uploaded this is what the screen looks like. You can delete a document if you 

have uploaded it in error by clicking on        You can also view the file you uploaded  by clicking                         When you are 

finished click Next. 

Step 31: 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 as per sample below. Click on the 

underlined page 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 for every red X until you see a green  beside every page. 
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Step 32: 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 33: After submitting, the screen reverts to Submissions where you will see your application was submitted suc-

cessfully with a project number, time and date. If you can’t see your folder, click on [Clear Filters] in square brackets 

at the top. Your application orange folder will appear. You will receive an e-mail confirming your submission has been 

received, 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: make sure your correct applicant appears in the dropdown box and click on the orange folder be-

side 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 page. You can click on         to 

delete any name, add a new person by clicking on         or make a correction to an existing entry by clicking  

on              Make sure you always save your changes. 
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Step 7: when you click on                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 for a previous project 

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, number, and the step name (Submit Final Report). Click on the orange 

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 original appli-

cation. 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 Individual Project Evaluation page.  Every box 

marked with an asterisk requires data. Click Save & Next when you are ready to move on. 

Step 6: read through the information on the Project Budget page which will assist with the next two pages . 

Click Next when you are ready to move on. 
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Step 7: all data you inputted in your original application budget appears here (shaded in grey) under the various ex-

penses types, and cannot be altered. Fill in the Actual Number of Units and Actual Unit Cost.  If you did not incur any 

expenses on a proposed budget item, enter “0” for units and “0” for dollars. If you have a new cost, you can add the 

line item(s) under Description and input the actual number of units and cost. 

Step 8: still on the same page, when you scroll down and click Save, the total in the Total Actual Expenses box au-

tomatically fills in.  You can also type any comments you wish to make in the boxes provided. When you are finished, 

click Save & Next. 
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Step 9: on the Project Revenue page, fill in your project revenue in the Actual Amount column. Your proposed reve-

nue appears in the shaded grey column. In the sample below, before the actual amounts are added, you see the var-

iance is -$2,500.00  

Step 10: when the actual amounts are filled in, and you click Save, you should see 0 in the variance box. If not, go 

back to the expense page and review what you have inputted. If you need assistance, please contact the develop-

ment consultant before you submit your final report. You want to get 0 in the variance box before moving on. 
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Step 11: next on the Attachments page, upload all relevant material to your project. Not all the documents listed may 

apply to you. Click on the appropriate underlined document type which will open the Attachments Details page. 

Step 12: on the Attachments Details page, name the document you are uploading in the Document Description 

box. Then click on the Browse button to upload the document from your files. Click Save & Back to List. 
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Step 13: if you have any more documents to upload, click on one of the underlined options and repeat the step. You 

can delete a document if you have uploaded it in error by clicking on        You can also view the file you uploaded  by 

clicking                         When you are finished click Next. 

Step 14: the last screen is the Submission Summary page. It summarizes all the previous pages. If you see a red X 

something is missing or incomplete on that page. Click on the underlined page and complete it. Make sure you save 

your additions or corrections. Click on Submission Summary again in the left column to confirm you have all green 

checkmarks. 
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Step 15: 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 16: after submitting, the screen reverts to Submissions where you will see your final report was submitted suc-

cessfully with the time and date. If the folder does not appear, click on [Clear Filters]. You will also receive an e-mail 

confirming your submission has been received. Congratulations on submitting your final report ! 
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How to start a new literary arts 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.  



32 

Step 3: - type Literary Arts Individual Project Grant in the Search Criteria box, OR 
               - scroll down the page, find Literary Arts Individual Project Grant , and click on icon under Register 

Step 4: Step 4: use the dropdown menu to choose your name with applicant number. Do not do anything 

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 by typing in the box. Note: you cannot go back and change the name so make sure you 

are happy with the name of your project before you click Save & Next.    
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Step 8: if you would like to review the program guidelines click on click here. Otherwise click Next. 

Step 9: on the Applicant Information page just complete the two questions with the asterisk. Click Save & Next. 
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Step 10: on the Contact Information page choose your name from the drop-down box. Click Save & Next. 

Step 11: on the Applicant Contact Information page verify that your information is correct. If not, go ahead and 

make the changes (the boxes are live).  Please remember to go back to your profile and update your address there 

as well (see pages 19-22 for instructions). Click Save & Next. 
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Step 12: Choose the appropriate category from the drop-down menu and if the application is for an individual or 

ensemble. Community Affiliation is voluntary so only complete this if you so choose.  Click Save & Next. 

Step 13: provide a brief project description and choose start and end dates for your project. Note: the start date 

cannot be before the date the application is submitted. Click Save and Next. 
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Step 14: on this page you need to designate yourself as the artist of your project by clicking + icon.  If you are part of 

an ensemble, add all other key creative artists by clicking the + icon each time. 

Step 15: this is the form that appears after clicking on the + icon described above. Depending on your project, click 

Save & Add Another or Save and Back to List. 
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Step 16: this is what the screen looks like after you add yourself as an artist. If you add others they will be listed 

here as well. Click Next. 

Step 17: Read the Individual Applicant Agreement in its entirety and click the box marked with an asterisk. Click 

Save & Next. 
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Step 18: the Project Budget page explains the next two screens. Read through and click Next. 

Step 19: on the Project Expenses page there are four opportunities to choose an expense type from the dropdown 

menus and input details. There is also a comments box after each expense type to further clarify if necessary,  
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Step 20: still on the Project Expenses page, the screen shot below shows the lower part of the page and the Total 

Proposed Expenses box. This automatically fills in when you click Save. There is also a larger Proposed Expenses Com-

ments box if you have more details to share about your budget. When you are finished with your budget expenses 

make sure you save and click Next. 

Step 21:  on the Project Revenue page input any revenue you may have toward the project. Indicate if the funds are 

confirmed or pending from the dropdown box under Funding Status. There is also a comment box you can use.  

When you slick Save, the Grant Amount Requested box automatically fills in. Click Save & Next when you are fin-

ished. 
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Step 23: when you click on a page you land on Attachment Details. Fill in the document description box and click on 

Browse to upload the document from your own files. Click on Save & Back to List to upload the remaining mandatory 

items by clicking on the next document type and repeating. Add any other material if relevant to your application.  

Step 22: on the Attachments page click on the underlined document type to upload the requested document. You 

must upload information for any lines listed  Yes for required documents. 
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Step 24: When all attachments are uploaded this is what the screen looks like. You can delete a document if you 

have uploaded it in error by clicking on        You can also view the file you uploaded  by clicking                         When you are 

finished click Next. 

Step 25: 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 as per sample below. Click on the 

underlined page 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 for every red X until you see a green  beside every page. 
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Step 26: 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 27: After submitting, the screen reverts to Submissions where you will see your application was submitted suc-

cessfully with a project number, time and date. If you can’t see your folder, click on [Clear Filters] in square brackets 

at the top. Your application orange folder will appear. You will receive an e-mail confirming your submission has been 

received, 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 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.  
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Step 3: find your project name and number and click on the orange file folder to the left. If you can’t see 
your folder, click on [Clear Filters] in square brackets at the top. Your application orange folder will appear. 

Step 4: click on any page at the left (e.g. Project Description, Attachments) to resume working on your ap-
plication. Remember to save each page before moving on. 
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Step 5: when you have all green  , you can hit Submit. Remember, you can print out a paper copy of your sub-

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

Step 6: After submitting, the screen reverts to Submissions where you originally found your folder. You know your 

project was submitted successfully because the time and date is now added. If you can’t see your folder, click on 

[Clear Filters] in square brackets at the top. Your application orange folder will appear. You will receive an e-mail 

confirming your application has been received, plus you will continue to receive e-mails as your application is pro-

cessed.   Congratulations on submitting your application!   


