
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

• As a returning user you can 
login in here

• As a new user you can sign up 
here

TIPS

• 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

https://webportalapp.com/sp/login/region_of_waterloo_arts_fund_fall_2020
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PROFILE
• Once you have signed up you will be 

directed to this profile page. You can 
edit this page as necessary.

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

• When you have completed the form 
Click Save Changes. 

• You must complete ALL required fields 
in order to move on to the next stage 
of the application.
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DASHBOARD
• Once you have completed your profile, this 

is where you will land each time you log on.
• This dashboard will provide you with access 

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.
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DASHBOARD

• A countdown until due date. Application 
cannot be submitted after the deadline 
date.

• To Open your application or budget for 
the first time click OPEN.

• Click EDIT, to continue to editing the 
form. You can continue to edit until; 

1. you have submitted the full application 
and/or 

2. it is not past the application due date
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GRANT APPLICATION FORM - ELIGIBILITY

● These series of questions will 
confirm if you are eligible to apply for 
funding. 

● If you have any questions regarding 
your eligibility, please email 
info@artsfund.ca

● Please ensure you have read the 
Guidelines, linked here!
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APPLICATION CONT’D

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

● When the application form is 
completed to your satisfaction click 
MARK COMPLETE

● To return to your Dashboard click 
CLOSE
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BUDGET
REVENUES
● You will be asked to identify all of 

your sources of revenue in the 
budget

● Please provide as much detail as 
possible

Expenses

EXPENSES
● You will be asked to provide details 

for any expenses. Please provide a 
breakdown where applicable

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



COMPLETED APPLICATION 

This button turns green when both 
forms have been completed and 
you are ready to submit!

Complete - turns green when form 
is fully completed, but edit is still 
available

Complete - turns green when form 
is fully completed, but edit is still 
available
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DASHBOARD

Identifies that app has 
been submitted

Can only VIEW, no 
longer edit app

Can only VIEW, no 
longer edit budget
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AWARDED
• You will receive your grant 

notification via email
• You will be directed to log 

back in and complete your 
Award Acceptance

• Click here to move forward
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Award Acceptance
• When the form is complete you can 

click SUBMIT – it will be green when it 
is ready to submit

• Click here to complete your Award 
Acceptance Form



ACCEPTANCE FORM

• You will receive a link to your Grant 
Agreement in your acceptance email, to be 
signed through Docusign. Please download 
your signed copy and upload it here

• You can download the Direct Deposit form 
here. Download, complete and upload it 
here.

• Click Accept, sign here and save changes
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EXTENSION/CHANGE REQUEST

• If at any time during your project you need to make a 
significant change to the project OR need an extension, 
you need to submit it here.



Extension Request
• Click and complete + New Request Form

• Complete extension request form 
and click send when complete

• You will be directed back to your 
Dashboard and you will need to click 
SUBMIT

• You will receive a confirmation that 
the extension has been received

• You will receive approval/denial for 
the extension via email
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FINAL REPORT FORM DUE

• You will receive a notice via email two months 
prior to your Final Report being due

• To complete your Final Report, log into the 
online granting system and click Final Report

• You will also need to complete your Final Report 
Budget

• When both forms have been completed you can 
click SUBMIT

• You will receive an email confirmation that the 
Final Report has been received

• 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 FORM - BUDGET
• Click 'Save Changes' when you have 

completed the form



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