
 

  
  

How to use the grants management system 

 
1. How do I create an account? 

When logging into the system for the first time, you will need to set up a username 
and password. Please follow these steps: 

• You can register through any of these options: Email, Google (Sign in with Google,) 
Apple (Sign in with Apple)  

• Enter in a valid email address 
• Click ‘send verification code’ to verify your email address 
• Enter the one-time passcode to confirm your email 
• Enter in a valid password (Password requirements: At least 12 or more characters, with 

at least one uppercase, lowercase, number, and special characters) 
• Enter your first and last name 
• Click the ‘Sign Up’ button to create the account 

 
2. How do I start an application? 

Once you have registered, you will then have to select your organisation from a 
dropdown: 

 

 

 



 

  
  

 

 

If you find your organisation in the dropdown, please select it. 

If you don’t find your organisation in the dropdown, please +add organisation: 

 

 

 

You will be required to input your location and Government tax identification number.  

Please put your postcode in the Government tax identification number box. 

 

 

 



 

  
  

 

 

Please insert your organisation name: 

 

Then you will need to provide the below address information: 

 

 

Then you will need to confirm the details are correct and once you have done this, 
you will see the eligibility quiz, which you will need to complete before you see the 
main application form. 

 



 

  
  

 

 

3. How do I give someone else access to the form? 
 

At the top of the form, there is a button you can select called ‘Manage applicants.’ 

 

 

 

You can give additional applicants access to the form and decide what permissions 
you would like to give them. 

 

4. How do I know that my form has been submitted? 
 

If you search under ‘Applications’, the system will tell you if you have submitted the 
form or if it is in draft. 

 

 


