A Guide To Using

Calgary Arts Development’s
Grant-Interface

Calgary Arts Development champions the arts as a key driver of Calgary’s quality of life.




STEP 1:

Accessing the Grant-Interface

www.calgaryartsdevelopment.com/grantinterface

0o Grant Interface | Calgary Arts Development
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DEVELOPMENT

About Classifieds

Home

Grant Interface @ Click on “Click here to access the online granting system!”

View Edit

Click here to access the online granting system!

Calgary Arts Development champions the arts as a key driver of Calgary’s quality of life.




STEP 2:
Logon Page

'!’;iats

DEVELOPMENT

Logon Page

Email Address*

Password*

Forgot your Password?

or (Create New Account)

Click “Log On”
to create a new application or
access your current draft.

Click “Forgot your Password?”
if you are a returning
applicant and yoy forgot your
password.
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Start New Application
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requests Application Status Page

View the status of your applications below.

atlll
<; tools Contact Information Test Tester

- Lower Level Art Central, #12, 1(
Fax to File Calgary, Alberta T2P OM4 Cana
403-264-5330

test@calgaryartsdevelopment.c

Application Draft 09
The Administrator has marked your application as Aba
application.

Calgary Arts Development champions the arts as a key driver of Calgary’s quality of life.
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Choose Your Application

, B A OEvELOPMENT Welcome Test
R S Log Off
requests [ 2 |Application Page
Apply If you have already registered, please log on to begin your application. If this is your first visit, please click the link below to begin the
Status application process.
tools

- 2011 Operating Grant Program: Professional Organization
Fax to File For professional arts organizations with annual operating budgets of $1 - $999,000.

2011 Operating Grant Program: Community Organization
For arts organizations that primarily engage non-professional artists or volunteer professional artists.

2011 Operating Grant Program: Festival Organization
For arts organizations with a primary purpose to present a stand-alone arts festival.

2011 Operating Grant Program: Large Organization (Interim Report)
For professional arts organizations with annual operating budgets of $1 million or greater.

Calgary Arts Development champions the arts as a key driver of Calgary’s quality of life.
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Applicant Instruction Page

Applicant Instruction Page

Please be aware that web applications do time out. Use the "Save as Draft" button early and often. Thank you.

| have read and understand the applicant instructions ¥

You must click on this box
and then click “continue”
before you will be able to
access the application

Calgary Arts Development champions the arts as a key driver of Calgary’s quality of life.




CALGARY
1 arts
‘ DEVELOPMENT

STEP 4.

The Application Page

& arts

h v DEVELOPMENT Welcome Test

L N Log Off

requests Application Page
:fpt'y Current Process: 2011 Operating Grant Program: Professional Organization
atus
tools 6 To avoid losing your work, please [ Save As Draft ) a minimum of once per hour.
Fax to File

* = Required Field

é Print Question Legend

Contact Information Test Tester Edit Contact
Lower Level Art Central, #12, 100 - 7th Avenue SW
Calgary, Alberta T2P 0M4 Canada

403-264-5330 Text Box
test@calgaryartsdevelopment.com

Organization Name*

Grant Request*
What is the grant amount your organization is requesting for 2011?

s 2]

Calgary Arts Development champions the arts as a key driver of Calgary’s quality of life.
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Uploading Forms

Past and Current Year's Programming*
(6,000 characters) Provide a brief description of the activities of the organization for the previous year/season and the year/season

in which the organization is applying.

The description should include the following details about each individual activity:
a) Name of activity (if there is one)

b) Date(s)

c) Location/venue (proposed or actual)

d) Brief description of the activity.

Alternatively, if a document already exists that outlines the activities of both the organization's previous year/season and the
year/season in which the organization is applying, please feel free to upload a preexisting document provided that the document is
comprehensive and details the full scope and type of programming for your organization.

Please name the file: 'OrganizationName_Programming_OG11' and upload it in .doc, .xls, or .pdf format.

2]

is complete and saved
to the desktop of your computer.
Then click on the “Browse” button.

I (Browse...) [1 MB(s) allowed] E

[File Upload Status: No file U

[6000 characters left of 6000]

Calgary Arts Development champions the arts as a key driver of Calgary’s quality of life. \

Make sure the form you need to upload




STEP 5b:

Uploading Forms

Choose the m ! | (&) Desktop

CALGARY

?;i arts

File you nee Date M
¥ DEVICES :
To upload B B Organization...gramming.doc Today,

1 iDisk =] Ficture :
L 4:57 PM

Sust ¥ Picture 2 Today
¥ PLACES » (] WORK Today, 4:56 PM
.« Desktop

ZN Igsimms
ﬁg Applications
Gﬂ Documents

oday

— V¥V MEDIA

ﬂ Music
Photos

ﬁ Movies

1 Hide extension (m‘

[File Upload Status: No file uploaded.]

Calge

| Select “Open”
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STEP 5c¢:

Uploading Forms

Calgary Arts Development champions the arts as a key driver of Calgary’s quality of life.

Please name the file: 'OrganizationName_Programming_0OG11' and upload it in .doc, .xls, or .pdf format.
[6000 characters left of 6000]
l/Users/charis/Desktop/Larg( Browse... ) [1 MB(s) allowed] E
[File Upload Status: No file uploaded.]
('Save As Draft ) ( Submit Form )
You must scroll down to the bottom of the application page
and click “Save As Draft” to complete the file upload.
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Uploading Forms

Confirmation Page

The Application has been saved.

[ Continue

Please name the file: 'OrganizationName_Programming_OG11' and upload it in .doc, .xls, or .pdf format.

2]

[6000 characters left of 6000]

Browse... [1 MB(s) allowed] n
[File Upload Status: OrganizationName_Programming_OG11.doc uploaded.]

% Successful file upload

Calgary Arts Development champions the arts as a key driver of Calgary’s quality of life.
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Fax To File
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L Y N
Start New Application Fax Tool
Application Status Welcome to the FaxToFile tool. The purpose of this tool is to help you convert documents from hard copy format to digital
format so that they may be uploaded in any of the forms through the grant process.
How To Use The Tool:

Using the fax tool is incredibly simple:
1. To start, click the "Request a Fax #" button below and you will be presented with a foll-free fax number. Once you
have a fax number, you will have a 20 minute period to fax needed documents for conversion.

2. Send a separate fax for each document and do not include a cover sheet. All faxed documents will be automatically
converted to .pdf format.

3. Click the Finished Faxing button to see your list of files

4. Converted documents will be available to download to your computer. After downloading to your computer, you will
then be able to upload the documents at the appropriate time during the online application process

( Requesta Fax # )

Calgary Arts Development c FOUNDANT

technologies

|




STEP 6b:
Fax To File
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Fax Tool

Welcome to the FaxToFile tool. The purpose of this tool is to help you convert documents from hard copy format to digital
format so that they may be uploaded in any of the forms through the grant process.

How To Use The Tool:
Using the fax tool is incredibly simple:

1. To start, click the "Request a Fax #" button below and you will be presented with a toll-free fax number. Once you
have a fax number, you will have a 20 minute period to fax needed documents for conversion.

2. Send a separate fax for each document and do not include a cover sheet. All faxed documents will be automatically
converted to .pdf format.

3. Click the Finished Faxing button to see your list of files

4. Converted documents will be available to download to your computer. After downloading to your computer, you will
then be able to upload the documents at the appropriate time during the online application process

Toll Free: 1-866-326-2541

When you have finished faxing your files, click the "Finished Faxing" button to be taken to the received faxes list.
[ Finished Faxing )

FOUNDANT
technologies

Calgary Arts Development champions the arts as a key driver of Calgary’s quality of life.
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Fax To File

Fax Tool

Below is a list of files that have been faxed to your assigned number. These documents are in .pdf format so you will need
to download and install the free Adobe Acrobat Reader if this application is not already on your computer.

Click the link next to each file to view a preview (Click Open... if you are asked). Once the document has opened save it
to your computer using an appropriate file name (i.e. YourOrganization501c3.pdf).

To save the file to your computer click the “"Save a Copy..." button near the top left corner of the Acrobat Reader
application or choose File > Save Page As... Name the document appropriately (i.e. YourOrganization501c3.pdf), and
click Save. Make sure that you save the document into the appropriate document location on your computer.

Received Faxes:

Processing your document may take some time

depending on the number of pages and how
many documents you have faxed. If you don't see
all of your documents here, click the "Check for

More Files" button to refresh the list.

(Finished Using the Fax Too) If your file is not visible click on
“Check For More Files”

FOUNDANT
technologies

Calgary Arts Development champions the arts as a key driver of Calgary’s quality of life.
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Fax To File
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Fax Tool

to download and install the free Adobe Acrobat Reader if this application is not already on your computer.

to your computer using an appropriate file name (i.e. YourOrganization501c3.pdf).

click Save. Make sure that you save the document into the appropriate document location on your computer.

Below is a list of files that have been faxed to your assigned number. These documents are in .pdf format so you will need

Click the link next to each file to view a preview (Click Open... if you are asked). Once the document has opened save it

To save the file to your computer click the “Save a Copy..." button near the top left corner of the Acrobat Reader
application or choose File > Save Page As... Name the document appropriately (i.e. YourOrganization501c3.pdf), and

Received Faxes:

231580811.pdf Processing your document may take some time

depending on the number of pages and how
many documents you have faxed. If you don't see
all of your documents here, click the "Check for

( Check For More Files ) More Files" button to refresh the list.

Your file

will be saved
( Finished Using the Fax Tool ) as a .PDF file
under “Received Faxes”

Calgary Arts Development champions the arts as a key driver of Calgary’s quality of life.
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Fax To File
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You have chosen to open

723158081 1.pdf

which is a: Portable Document Format
from: https://www.grantinterface.com

What should Firefox do with this file?

OOpen with  Preview (default) E]
eSave File

o this automatically for files like this from now on.

oo [

Choose

“Save File”. ..

slication is not already on your computer.

ber. These documents are in .pdf format so you will need

'you are asked). Once the document has opened save it
zation501c¢3.pdf).

button near the top left corner of the Acrobat Reader
nent appropriately (i.e. YourOrganization501c3.pdf), and
priate document location on your computer.

Processing your document may take some time
depending on the number of pages and how
many documents you have faxed. If you don't see
all of your documents here, click the "Check for
More Files" button to refresh the list.

.. .and then
click “OK”
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Save or Submit Your Application =

Certification of Accuracy*

(1MB) Download "Certification_of Accuracy OG11" at CalgaryArtsDevelopment.com/Professional, fill out the form, and
upload the file to this application. Please name the file: 'OrganizationName_CertAccuracy_OG11' and upload in .pdf format.

| (Browse...) [1 MB(s) allowed] [ 2]

[File Upload Status: No file uploaded.]

Save As Draft Submit Form

o

click “Save As Draft” Click “Submit Form” when
if you would like your application is complete

to continue working
on your application
at a later date

Calgary Arts Development champions the arts as a key driver of Calgary’s quality of life.
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Logging Off

After saving your application,
click “Log Off” to exit
the grant-interface

CALGARY
DEVELOPMENT Welcome Test
Log Off
requests Confirmation Page
Apply
Status I The Application has been saved.
tools
Fax to File

Calgary Arts Development champions the arts as a key driver of Calgary’s quality of life.
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Logging Back on to Make Edits

requests Application Status Page
Apply View the status of your applications below.
Status
tools Contact Information Test Tester Edit Contact
- Lower Level Art Central, #12, 100 - 7th Avenue SW
Fax to File Calgary, Alberta T2P 0M4 Canada

403-264-5330
test@calgaryartsdevelopment.com

2011 Operating Grant Program: Professional Organization (3)

Application Draft 01/20/2018 Edit Application

2009: Operating Grant: Large Organization (3]

Application Draft 09/16/2009 Vie ion

Tha Adminiatratar has marbad vanir annlinatian ae Ahandanad Clial tha LA Annlinatiann linl if A uranld liba ta accilhmib A nAue

Click “Edit Application”
to continue working on your applicatio

Calgary Arts Development champions the arts as a key driver of Calgary’s quality of life.




