REGION OF WATERLOO

ARTS FUND ONLINE APPLICATION

USER GUIDE
THIS DOCUMENT WILL BE UPDATED AS NEEDED



HELPFUL TIPS

Turnaround time for assistance with questions/technical difficulties is 24-48hrs, so we
recommend that you plan accordingly

We have provided the application questions, available here in the event you would like to
prepare your responses before logging in to the portal

The online granting system tracks users by email address that is entered when you sign up —if
you are preparing an application on behalf of a collective or organization, please use the
appropriate email. If a personal email is used, all future applications will be tied to that email
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LOGIN PAGE

TIPS

»

As a returning user you can
login in here

As a new user you can sign up
here

You will not receive a

confirmation for signing up. You

will be directed to complete
your user profile.

The system 'identifies' you by
email address — so ensure that
this is the best email to use for
this project (for example, if
applying on behalf of an
organization, please use an
email associated with that
organization not your personal
email

»

Sign In/Sign Up Ins

For New Users:

By clicking Sign Up, you will be prompidq to enter
your email address and create a password.
have chosen your password, your account will
created and you will gain access to the portal.

For Returning Users:

Sign into the portal using the email address and the
password you created when you originally signed up
for the portal. If you have forgotten your password,
click "Forgot your password?” and follow the
prompts to reset your password

https://webportalapp.com/sp/login/region of waterloo arts fund fall 2020

nce you

\ W 4

region of waterloo

Sign In

Email

Password

Need an Account?

@

Forgot your password?

Sign Up

wize
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PROFILE s

Waterloo Arts Fund > Profile Welcome,  email@email.com

. Once you have signed up you will be .
directed to this profile page. You can Profile -
edit this page as necessary.

. Assessers will only see your Full
Name/Name of Org/Name of Artist and

City. Applicant Information
° When you have Completed the form Name of Organization or Collective (if applicable)
Click Save Changes. Painting
*  You must complete ALL required fields Name of Artist (if applicable)
in order to move on to the next stage fuRning
of the a pplication If the name you use for your artistic practice is different than your formal name, please include here, otherwise leave blank.
First Name ~
Lindsay
Last Name *
Golds
Address *

This field is required

City/Town *
This field is required




DASHBOARD

\ W4

Once you have completed your profile, this

is where you will land each time you log on.

This dashboard will provide you with access region of waterloo
to the relevant documents depending on
your stage of the application process

The email that you used to sign on will
appear here

If at any time you need to log out click here
and the Logout option will appear.

Waterloo Aris Fund ) P email@email.c

Please click "+Create a Profile to Get Started” {o begin. You can alw, Oille by clicking "Edit". You cannot move forward until you have completed your Profile.

Profile “omplete Edit

To begin, click "+Get Started" below. When you return to this Homepage, you can see the status of your submission by the colored status bar below the submission card.

« |f the status bar is gray, your submission is under review, and no action needs to be taken
« Ifthe status bar is blue, there is an action required. Click on the Submission Card to complete
« Ifthe status bar is red, there is an error. Please reach out to info@arisfund.ca for support.

o

Get Started



DASHBOARD

Waterloo Arts Fund > Sunflower Seed Welcome  email@email.com &
Order by. |Newest to Oldest v
Sunflower Seed

To start your application click Open. You can start with your budget or your application. To continue editing once you have begun, click 'Edit'. You can continue to edit until
you have clicked SUBMIT.

‘When you have completed all required fields for that form, it will no longer state "Action Required” but "Complete”. When both forms are ‘Complete’ the "Submit” button will
turn green, which indicates that you can now submit. Click SUBMIT to formally submit your full application. Once submitied that acticn cannet be undone. The application
deadline is October 16, 2020 11:59PM. Applications will not be accepted after that date and time.

-] Application There are 48 days remaining to
i i i submit this.
‘ A Countdown Untll due date' Appllcatlon When every step in this submission is complete, the "Submit” button to the right will become green and
cannot be submitted after the deadline clickable.
date_ Your application is not fully submitted until you click the green "Submit” button. Once you click "Submit” you

can no loger edit your application

e To Open your application or budget for

the fl rsttime CIICk OPEN. Grant Application Action Required " m
e Click EDIT, to continue to editing the

form. You can continue to edit until; Budget Complete " Edt

1. you have submitted the full application
and/or
it is not past the application due date

N



GRANT APPLICATION FORM - ELIGIBILITY

Are you a municipality? *
No v
Are you a commercial enterprise? "
e  These series of questions will
confirm if you are eligible to apply for
funding.
e If you have any questions regarding

No -
A for-profit entity such as a store or company.

Are you an educational institution? *

T . No v
your eligibility, please email
info@artsfund.ca Are you 18 years of age or older (or will someone over 18 be signing for you?) *
®  Please ensure you have read the Yes v

. . . |
G UIdeImeS' linked here! Do you (artist, majority of the collective or organization) work or reside in Waterloo Region? *

Yes v

Are you legally entitled to work in Canada? *

Yes v

or your collective/organization currently have any money owing to the Waterloo Region Arts Fund from past, uncompleted projects? *

No

| am applying to Arts Fund as an *

Individual

o Arts Fund Guidelines "
Arts Fund Guidelines can be found here: ht
) Yes
0 No

| have read the Region of Wat

artsfund.ca/Application-Guidelines him

Save Draft Mark Complete Close
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APPLICATION CONT'D

Waterloo Arts Fund > Sunflower Seed > Grant Application [ Dratt } Welcome,  email@email.com ¥

Close

Mark Complete !

Grant Application -

You can save your progress here at
any time by clicking SAVE DRAFT

Ete all required fields

You can save as a draft and return later to complete by clicking 'Save Draft. After cl ave Draft' click 'Close’ to return ool home page

When this application form is complete, please click the blue "l plete” button
When the application form is
completed to your satisfaction click Grant Application Form
MARK COM PLETE Are you a municipality? *

Are you a commercial enterprise? *

N No ~

To return to your Dashboard click .
A for-profit entity such as a store or company.

CLOSE Are you an educational institution? *

No v

Are you 18 years of age or older (or will someone over 18 be signing for you?) *

Yes >

Do you (artist, majority of the collective or organization) work or reside in Waterloo Region? *

Yes v



Revenue
B U D G E I Region of Waterloo Arts Fund Contribution
CAD

How much are you asking the Ars Fund for?

REVENUES

i X X How many sources of funding do you have from a City/Region/Municipality?
e You will be asked to identify all of

1
your sources of revenue in the e ———
budget ' ' )
. . Name of Funder *
e Please provide as much detail as
possible
Expenses
Fees for artists
EXPENSES e I

e You will be asked to provide details
for any expenses. Please provide a
breakdown where applicable

o A breakdown would include; rate of
pay, fees, hours worked etc

Fees may include what you are paying yourself for subsistence or may include what you are paying other artists. This will vary from project to project

Please provide a breakdown of your artist fees "

X

If you do nat have artist fees please write nfa. Otherwise please provide a breakdown of their rate/time
Fees for other personnel
CAD 5

%

Please provide a breakdown of personnel fees

XX

If you do not have personal fees please write nfa Otherwise please provide a breakdown of their rateftime



COMPLETED APPLICATION

Waterloo Arts Fund > DAISY Welcome,  email@email.com
D AISY Order by: [Newest to Oldest v

To start your application click Open. You can start with your budget or your application. To continue editing once you have begun, click 'Edit’. You can continue to edit until
you have clicked SUBMIT.

When you have completed all required fields for that form, it will no longer state "Action Required” but "Complete”. When both forms are ‘Complete’ the "Submit" button will
turn green, which indicates that you can now submit. Click SUBMIT to formally submit your full application. Once submitted that action cannot be undone. The application
deadline is October 16, 2020 11:59PM. Applications will not be accepted after that date and time

This button turns green when both & Application There are 56 days remaining to m
submit this.
forms have been completed and When every step in this submission is complete, the "Submit” button to the right will become green and
you are ready to submit! clckable
Your application is not fully submitted until you click the green "Submit” button. Once you click "Submit” you
can no loger edit your application
Grant Application omplete Edit

If h t started, pl lick the "Edit" button to th ht
Comp|ete-turns green When form you have not started, please click the it” button to the rig

is fully completed, but edit is still

If you have already started, please click the "Edit" button to the right to continue.

If you have completed and would like to view or print, please click the "View" button to the right.

available

Edit
Complete - turns green when form If you have not started, please click the "Edit" button to the right
is fuIIy completed, but edit is still If you have already started, please click the "Edit" button to the right to continue

available If you have completed and would like to view or print, please click the "View" button to the right.



DASHBOARD

Waterloo Arts Fund > DAISY Welcome,  email@email.com
DAISY Order by: |Newest to Oldest v

To start your application click Open. You can start with your budget or your application. To continue editing once you have begun, click 'Edit'. You can continue to edit until
you have clicked SUBMIT.

When you have completed all required fields for that form, it will no longer state "Action Required” but "Complete”. When both forms are ‘Complete' the "Submit” button will
turn green, which indicates that you can now submit. Click SUBMIT to formally submit your full application. Once submitted that action cannot be undone. The application
deadline is October 16, 2020 11:59PM. Applications will not be accepted after that date and time.

S Application (o] This has been submitted.
Identifies that app has Thank you for submitting an application to the Region of Waterloo Arts Fund.
been submitted Your application will be reviewed by our review panel and you will be notified in early December via email
Grant Application View
Can only VIEW, no If you have not started, please click the "Edit" button to the right.
longer edit app If you have already started, please click the "Edit" button to the right to continue.

If you have completed and would like to view or print, please click the "View" button to the right.

—
Can only VIEW, no Budget View
longer edit budget If you have not started, please click the "Edit" button to the right.

If you have already started, please click the "Edit" button to the right to continue.

If you have completed and would like to view or print, please click the "View" button to the right.




AWARDED

You will receive your grant
notification via email

You will be directed to log Profle Eat
back in and complete your

Award Acceptance
To begin, click "+Get Started"” below. When you return to this Homepage, you can see the status of your submission by the coloured status bar below the submission card

CI iC k h e re tO m OVE fO rWa rd « |f the status bar is gray, your submission is under review, and no action needs to be taken.

= | the status bar s blue, there s an action regquired. Chek on the Submssien Card o complele
= |f the status bar is rad, there is an error Please reach out fo infof@artsfund ca for support

Watarloo Arts Fund Welcome email@email.com o

You can always edit your Profile by clicking "Edit™.

DAISY

Created on (872172020

Mward Acceplance



Award Acceptance

. When the form is complete you can DAISY Order by
click SUBMIT — it will be green when it
is ready to submit

To start your application click Open. You can start with your budget or your application. To continue editing once you have begun, click 'Edit'. You can continue to edit until
you have clicked SUBMIT.

ompleted all required fields for that form, it will no longer state "Action Required” but "Complete”. When both forms are "Complete’ the "Submit” button will
turn green, which indicates ubmit. Click SUBMIT to formally submit your full application. Once submitted that action cannot be undone. The application
deadline is October 16, 2020 11:59PM. Applications will v er that date and time.

B Award Acceptance

When every step in this submission is complete, the "Submit" button to the right will become green and
clickable.

The submission is not fully submitted until you click the green "Submit” button. Once you click "Submit” the
submission will no longer be editable

Award Info & Agreement Action Required —> m
If you have not started, please click the "Edit" button to fhe gkt

Tryou have already started, please click the "Edit” button to the right to continue

If you have completed and would like to view or print, please click the "View" button to the right.

. Click here to complete your Award
Acceptance Form



ACCEPTANCE FORM

Award Info & Agreement -

Save Changes Close

. . X Please complete all required fields
¢ YOU wi ” receive a |In k to yOU r G rant You can save as a draft and retumn later to complete by clicking "Save Changes". After clicking 'Save Changes' cl|
Agreement In your acce pta nce emal I, to be When your budget is complete, please click the blue "Mark Complete”

signed through Docusign. Please download
your signed copy and upload it here Last saved on &/25/2020 at 207°55 Pl

Close' to return to your home page

This form is now ma

Grant Amount

$

Please upload your signed agreement that was-<ent along with your Award email
If you do not have a copy of your Grant Agreeme:

=+ Select a file

ease email info@artsfund.ca

* You can download the Direct Deposit form
here. Download, complete and upload it o o )
ease upload your

he re.  » Direct Deposit forg

Check here to accept award: ~

ct Deposit form that was sent along with your Award email

n also be found on the website arisfund.ca

(]

Accept
¢ Click Accept, sign here and save changes Signature -
Lindsay Gelds

Enter your full name to indicate that you understand and accept the terms of your grant. We must receive a signed copy of your Grant Agreement in order for you to receive funds
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EXTENSION/CHANGE REQUEST

Grder by | Newest 1o Qldest «

DAISY

To start your apphcation chck Open. You can start with your budgel or your applicabon. To conbinue ediling once you have begun, click 'Edd’. You can contmue o edil untd

e If at any time during your project you need to make a
. f h h . O R d . you have clicked SUBMIT.
SIgn Imica nt cha nge to t € proj ECt needan EXte n5|0n' ‘When you have compieted all required fields for that form, it will no lenger state "Action Required” but "Complete™. When both forms are ‘Complete’ the "Submit” button will
-ation Once submitied thal action cannol be undone. The apphcabon

it turn green, wiich mdscates that you can now submmit. Chek SUBMIT o formally submil your Tull ap)
you need to submit it here. 9 v y submit you full app

deadling is October 16, 2020 11:59PM. Applications will not be accepied after that date and ime

& Active Grant

Extension Request Optional

Flease click "Open” to the right to begin

B Award Acceptance This has been submitied.

Thank you for submitting
Your submission is now under review and you will be contacted if any addibonal information is needed

Award Info & Agreement
1F you have nol started, please chok the “Edil” button to the nght,
I you have already staried, please click the "Edit” bution to the nght fo continue.

If you have completed and would like 1o view or print, please click the "View" button to the nght



Extension Request

Extension Request Close
J Click and complete + New Request Form

Minimum required. 0 Maximum allowed 5 Show Al <3 + New Request

You have not added any requests

(untltled) A Delete Save Draﬁ. Close

J Complete extension request form
and click send when complete

Please complete all required fields.
You can save as a draft and return later to complete by clicking "Save Draft" at the top of the page

When you are ready to submit this step, please click the blue "Send" button at the fop of the page.

° YOU W|“ be directed back tO your This form is used to grant project extensions and project changes. Please provide as much detail as possible
Dashboard and you will need to click Email
SUBM |T info@artsfund.ca

| am requesting a; *

[J Project Extension

*  You will receive a confirmation that e
ject Change
the extension has been received 0 Project Extension and Ghange
Please provide us with the details of your project change and/or extension. Please be sure to include details on how this may affect your budget.
. You will receive approval/denial for
the extension via email



FINAL REPORT FORM DUE

. . . . . Order by:
¢ You will receive a notice via email two months DAISY

prior to your Final Report being due

To start your application click Open. You can start with your budget or your application. To continue editing once you have begun, click 'Edit'. You can continue to edit until
you have clicked SUBMIT.

When you have completed all required fields for that form, it will no longer state "Action Required” but "Complete”. When both forms are 'Complete’ the "Submit" button will
turn green, which indicates that you can now submit. Click SUBMIT to formally submit your full application. Once submitted that action cannot be undone. The application

* To C0mp|ete your Final RepOI’t, |Og into the deadline is October 16, 2020 11:59PM. Applications will not be accepted after that date and time.
online granting system and click Final Report
Edit

B Final Report Dug

e You will also need to complete your Final Report
Budget

Final Report

not started, please click the "Edit" ght

ease click the "Edit" button to the right to continue

If you have alre

If you have completed and would like r print, please click the "View" button to the right.

¢ When both forms have been completed you can

click SUBMIT
. . ) . ) Disbursements
¢ You will receive an email confirmation that the m
Final Report has been received
Final Budget Complete Edit

The button will update to reflect how you can interact with this step

¢ You will receive an email confirmation when the
Final Report has been approved/denied



FINAL REPORT FORM

¢ When you have completed the Final
Report click 'Save Changes'.

Final Report - Close

Please complata all required Balds

‘You can save as a drafl and return laler to complete by clicking "Save Changes” Afler chicking "Save Changes’ chck 'Close’ 1o return o your home page

When your budget 1 complete, please click the blue "Mark Complate™

Final Report

Start Date
End Date

Please complete relevant stats based on your completed project; Please enter 0 if question is not applicable

Total Audience/Attendance
Number of artists engaged/participated

Number of sh

Number of volunteers

Number of units sold (magazines/CDS books) does not apply to ticket sales for performances



FINAL REPORT FORM - BUDGET

e Click 'Save Changes' when you have
completed the form

Final Budget - Savo Changos [IESESS
This form Is now marked complete.
Last saved on &202020 at 13717 PM
Revenue

Reglon of Waterloo Arts Fund Contribution
How many sources of funding do you have from a City/Reglon/Municipality
How many sources of Provincial Funding do you have?

How many sources of Federal Funding do you have?



e If you are experiencing technical difficulty using the application OR have any
guestions about the application please email info@artsfund.ca
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