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Introduction  
 

Overview 

This user guide outlines how applicants to the Reconciliation Fund can submit applications 

for funding through the Department of Foreign AffairsΩ online grant application system, also 

known as the Grant Application Portal.  

To learn about the work carried out by the Reconciliation Fund, and funding criteria, please 

visit ǘƘŜ 5ŜǇŀǊǘƳŜƴǘΩǎ ǿŜōǎƛǘŜ όwww.dfa.ie/reconciliation).  

Navigating the Grant Application Portal 

The Grant Application Portal can be accessed online using the address: 

https://onlinefunding.dfa.ie/,  

 
This website should *not* be accessed until the funding round opens.  

 

.Ŝƭƻǿ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ ǎŎǊŜŜƴǎƘƻǘ ƻŦ ǘƘŜ tƻǊǘŀƭΩǎ ƘƻƳŜǇŀƎŜΦ hƴ ǘƘŜ tƻǊǘŀƭΩǎ ƘƻƳŜǇŀƎŜ, you 

can:  

1. ±ƛŜǿ ǘƘŜ ǎȅǎǘŜƳΩǎ ¢ŜǊƳǎ ŀƴŘ /ƻƴŘƛǘƛƻƴǎ ƻŦ ¦ǎŜ 

2. Register for a user account  

3. Access the 5ŜǇŀǊǘƳŜƴǘ ƻŦ CƻǊŜƛƎƴ !ŦŦŀƛǊǎ ŀƴŘ ¢ǊŀŘŜΩǎ website  

4. Access Irish AidΩǎ website  

5. Access the contact information for the Department 

6. Sign into your account once registered 
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http://www.dfa.ie/reconciliation
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Registering an Account 

This section provides a step-by-step guide on how to register to use the Grant Application 

Portal and submit funding applications for your organisation.  

You will only ever have to register once to submit applications on behalf of the organisation 

stated in your registration. If you have already registered to use the Portal on behalf of this 

organisation in the past, you do not have to register again. 

You will only have to register again if, at some point, you are registering to submit 

applications on behalf of another organisation.  

If a colleague has previously registered to submit applications on behalf of your 

organisation, there is a different process for you to register as an additional or replacement 

Portal user for that organisation. If you attempt to register an organisation whose tax 

and/or charity number has already been registered on the system, you will receive a 

message advising you to contact us όōȅ ǇǊŜǎǎƛƴƎ ƻƴ ǘƘŜ άContact Usέ ōǳǘǘƻƴ ƻƴ ǘƘŜ tƻǊǘŀƭ 

homepage) ǘƻ ŀǊǊŀƴƎŜ ǘƻ ōŜ ǎŜǘ ǳǇ ŀǎ ŀ ŎƻƴǘŀŎǘ ƻƴ ȅƻǳǊ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ŜȄƛǎǘƛƴƎ ŀŎŎƻǳƴǘΦ   

  

Registering as a New Contact 

From the Portal home page, select either of 

the ΨwŜƎƛǎǘŜǊΩ buttons. By 

registering as a user, you are also 

agreeing to the Terms and 

Conditions outlined on this page. 

  

 

 

 

 

 

 

 

 

Please Note: If you have already 

registered for an account on the 

Grant Portal, you do not need to 

register again. You can simply select 

Ψ{ƛƎƴ LƴΩ ŀƴŘ login to your account. 
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hƴŎŜ ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ ǊŜƎƛǎǘŜǊ ōǳǘǘƻƴΣ ȅƻǳΩƭƭ 

be brought to the Portal Registration 

Form. Here you will need to:  

1. Read and agree to the Terms and 

Conditions by selecting the tick box. 

2. wŜƎƛǎǘŜǊ ȅƻǳǊ hǊƎŀƴƛǎŀǘƛƻƴΩǎ aŀƛƴ 

Information (its name, charity 

number and/or tax reference 

number).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. wŜƎƛǎǘŜǊ ȅƻǳǊ ƻǿƴ ƛƴŦƻǊƳŀǘƛƻƴ ŀǎ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ŎƻƴǘŀŎǘ όȅƻǳǊ ǘƛǘƭŜ, your full name, 

your business email address, and your business phone number). All contact with you in 

the future will be through the email address you enter at this point, so please ensure 

that it is correct. 

4. Select the Grant Scheme you wish to register for from the drop down list (please select 

άwŜŎƻƴŎƛƭƛŀǘƛƻƴ CǳƴŘέύ. 

м 

н 

о 

п 

р 

Please Note: You must provide either your 

ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ /ƘŀǊƛǘȅ bǳƳōŜǊ ƻǊ ¢ŀȄ 

Number (or both if available) to register.  

Your organisation does not need to be a 

registered charity to apply for funding to the 

Reconciliation Fund, but if it is, please include 

its charity number.  

¸ƻǳǊ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ǘŀȄ ƴǳƳōŜǊ ǿƛƭƭ ōŜ ŜƛǘƘŜǊ 

its ¦¢w όά¦ƴƛǉǳŜ ¢ŀȄǇŀȅŜǊ wŜŦŜǊŜƴŎŜέύ ƛŦ 

ǊŜƎƛǎǘŜǊŜŘ ƛƴ ǘƘŜ ¦Y ƻǊ ƛǘǎ ¢wb όά¢ŀȄ 

wŜŦŜǊŜƴŎŜ bǳƳōŜǊέύ ƛŦ ǊŜƎƛǎǘŜǊŜŘ ƛƴ LǊŜƭŀƴŘΦ  

If you are registered in both jurisdictions for 

either charity status or tax purposes, you 

should only provide one number in each field 

each. This should be from the jurisdiction in 

which your organisation carries out most of 

its business. 

If your organisation does not have either a 

Charity or Tax Number, please contact the 

Reconciliation Fund Team through the 

ά/ƻƴǘŀŎǘ ¦ǎέ ƻǇǘƛƻƴ ƻƴ ǘƘŜ Ƴŀƛƴ ǇƻǊǘŀƭ 

homepage and we will advise you on how to 

register. 
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5. Iƛǘ ǘƘŜ Ψ{ǳōƳƛǘΩ ōǳǘǘƻƴ ŀǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ŦƻǊƳΦ  

 

If you ǎŜƭŜŎǘ Ψ{ǳōƳƛǘΩ ōǳǘ have not 

completed the registration form 

correctly, an error message will appear 

in a red box at the top of the screen 

advising you of which fields need to be 

reviewed. 
 

 

If your email address is already 

registered on the system but you 

attempt to register again, you will 

receive an error message advising you 

that your email address is already 

registered and you should select Ψ{ƛƎƴ-

LƴΩ to login to your existing account.  

 

If you attempt to register but your 

organisaǘƛƻƴΩǎ ǘŀȄ ŀƴŘκƻǊ ŎƘŀǊƛǘȅ 

number is already registered with a 

different contact person, you will receive 

an error message advising you to 

Ψ/ƻƴǘŀŎǘ ¦ǎΩ to arrange to be set up as a 

ŎƻƴǘŀŎǘ ƻƴ ȅƻǳǊ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ŜȄƛǎǘƛƴƎ 

account.   

 

Once you have successfully submitted the registration form, a message will appear (as 

below) advising you that you will receive an email with a link to complete your registration.  

 

You will automatically receive an email within a short time (probably a matter of minutes 

unless the system is very busy) with a link allowing you to finish your registration and then 

begin submitting an application for funding. If you have not received it within an hour, 

please check your Junk/Spam folder. If you still have not received it then please contact the 

wŜŎƻƴŎƛƭƛŀǘƛƻƴ CǳƴŘ {ŜŎǘƛƻƴ ǘƘǊƻǳƎƘ ǘƘŜ ά/ƻƴǘŀŎǘ ¦ǎέ ǘŀō ƻƴ ǘƘŜ ƻƴƭƛƴŜ ŀǇǇƭƛŎŀǘƛƻƴ tƻǊǘŀƭΦ 
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When you receive this link inviting you to complete registration, please note that it is only 

valid for 24 hours after it is sent to you. If you do not use it within 24 hours of receiving it, 

you will need to start again and re-register, in line with the steps above. 

 

Completing the registration process 

When you receive the email, click on the 

hyperlink in the email that says ΨŎƭƛŎƪ 

here ǘƻ ŎƻƳǇƭŜǘŜ ȅƻǳǊ ǊŜƎƛǎǘǊŀǘƛƻƴΩ.    

 

 

 

When you click on the link which you 

receive by email, you will be brought to 

a new page, where you should select the 

green ΨwŜƎƛǎǘŜǊΩ button. 

 

 

You will then be asked to create a 

password, to enter it a second time to 

confirm the password you have created, 

and select the green ΨwŜƎƛǎǘŜǊΩ button. 

Please note that the password must be 

at least 8 characters long and contain a number, capital character, lower case character and 

a non-digit special character such as ?, !, *. etc. Please make a careful note for future 

reference of the email address you used to register and the password you created. 

 

Now you have completed the 

registration, and will be brought to the 

ΨtǊƻŦƛƭŜΩ section of your account. From 

here you can:  

1. Review your Profile 

2. Access application forms 

3. Access the DFA website 

4. Access the Irish Aid website 

5. Access our contact information 

м 

н п о р 
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(Please note, if the information on your profile is incorrect, please contact the relevant 

DǊŀƴǘ {ŎƘŜƳŜ {ŜŎǘƛƻƴ ŦƻǊ ŀǎǎƛǎǘŀƴŎŜ ǳǎƛƴƎ ǘƘŜ Ψ/ƻƴǘŀŎǘ ¦ǎΩ ¢ŀō ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦύ 

 

 

Registering a new contact on an existing account 

Once an organisation is registered, an account and contact are created on the grant system.  

If a new additional or replacement contact person needs to be set up for an organisation 

that is already registered, the new contact person should reach out to the relevant grant 

scheme and request ǘƻ ōŜ ŀŘŘŜŘ ǘƻ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ŀŎŎƻǳƴǘ.  

If the second contact person attempts 

to register for an organisation that 

already has an account, an error 

message will appear in a red box at the 

top of the screen advising them to 

contact the relevant grant scheme using 

the Ψ/ƻƴǘŀŎǘ ¦ǎΩ Tab.  

 

Logging-In 
At any subsequent time, once you have registered to use the system (even if it was for a 

funding round in a previous year), you can log-in by navigating to the funding portal at 

https://onlinefunding.dfa.ie/ anŘ ŎƭƛŎƪƛƴƎ ŜƛǘƘŜǊ ƻŦ ǘƘŜ ΨSign InΩ ōǳǘǘƻƴǎ ƻƴ ǘƘŜ Ƴŀƛƴ ƭŀƴŘƛƴƎ 

page of the online application portal. 

 

https://onlinefunding.dfa.ie/
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You will then be brought to a screen where you can enter the email address with which you 

originally registered and the most recent password you chose to use on the system. 

 

 

Forgotten Password 

If you have an existing account but have forgotten your password, click on Ψ{ƛƎƴ LƴΩ, and 

then press on ΨCƻǊƎƻǘ ¸ƻǳǊ tŀǎǎǿƻǊŘ?Ω (as on the above screen). ̧ƻǳΩƭƭ ōŜ ŀǎƪŜŘ ǘƻ ŜƴǘŜǊ 

the email address you have registered on your account, then click Ψ{ŜƴŘΩ. You will be sent an 

email with a link to change your password.  
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If you enter your password incorrectly 3 times, youΩƭƭ be locked out of your account for 24 

hours. You can then either wait 24 hours and then enter the correct password (if you can 

remember it), or alternatively you can click on άCƻǊƎƻt Your Password?έ and choose a new 

one. However, for security reasons, youΩƭl only be able to do this if you have access to the 

email address you originally used for registering.  

LŦ ǘƘŜ ǇǊƻōƭŜƳ ƛǎ ǘƘŀǘ ȅƻǳΩǊŜ ƴƻǘ ŜǾŜƴ ǎǳǊŜ ǘƘŀǘ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ȅƻǳΩǾŜ ŜƴǘŜǊŜŘ ƴƻǿ ƛǎ ǘƘŜ 

ƻƴŜ ȅƻǳ ǊŜƎƛǎǘŜǊŜŘ ǿƛǘƘΣ ŎƭƛŎƪƛƴƎ ƻƴ άCƻǊƎŜǘ ¸ƻǳǊ tŀǎǎǿƻǊŘ?έ ǿƻƴΩǘ ǎƻƭǾŜ ǘƘŜ ƛǎǎǳŜΣ ǎƻ ȅƻǳ 

should stop at that point ŀƴŘ ƭƻƻƪ ŦƻǊ ŀǎǎƛǎǘŀƴŎŜ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ά/ƻƴǘŀŎǘ ¦ǎέ ōǳǘǘƻƴ ŀǘ ǘƘŜ 

top of the screen.  

 

Changing your Password 

If you would like to change your password, you may do so at any time. After signing-in to 

your user account on the Portal, click on your name on the top right corner.  

 

 

 

 

 

 

This will allow you to access your ΨtǊƻŦƛƭŜΩ page, an example of which you can see below. 

 



 

11 
 

 

 

To change your password, click on the ΨChange passwordΩ ōǳǘǘƻƴ ƻƴ ǘƘŜ ƭŜŦt hand side. You 

must then enter your old password and the new password which you wish to use, re-

entering the new password a second time to confirm. Then click on the option ΨChange 

PasswordΩ ŀƴŘ ȅƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ŎƻƴŦƛǊƳŀǘƛƻƴ ƻƴ-screen once you have successfully changed 

the password.  

 

 

Applying for a Reconciliation Fund Grant  

This section offers step-by-ǎǘŜǇ ƎǳƛŘŀƴŎŜ ƻƴ ǿƘŀǘ ƛƴŦƻǊƳŀǘƛƻƴ ȅƻǳΩƭƭ ƴŜŜŘ ōŜŦƻǊŜ ȅƻǳ ōŜƎƛƴ 

your application; how to start an application; navigating through an application; saving, 

accessing and deleting draft applications; and how to submit your completed application. 

 

Before you start 

¢ƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ƛǎ ōǊƻƪŜƴ ƛƴǘƻ ŘƛŦŦŜǊŜƴǘ ǎŜŎǘƛƻƴǎ ŎŀƭƭŜŘ Ψ¢ŀōǎΩΦ ¸ƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǎŀǾŜ ȅƻǳǊ 

application up to the last completed Tab at any stage.  

For security reasons, you will be automatically logged out of your account after 20 minutes 

of inactivity on the grant system. (Please bear in mind that your own internet browser may 

be setup to log you out of any website after a shorter period of time, if you are not active on 

that website). 

The application consists of a number of questions about your organisation and the project 

for which you are seeking funding. A number of questions are mandatory and marked by a 

red asterisk and must be completed. You will need to answer the mandatory questions on 

each tab before you can proceed to the next.  

Even where fields are not mandatory, please provide the information requested if it applies 

to your organisation/project: this will assist us in giving your application the fullest 

consideration possible.  

Before you begin your application, we recommend that you have a copy to hand of all of the 

answers which you are planning to submit, to ensure a smooth application process. You can 

find a full list of the questions which will appear in the online application process at the end 

of this User Guide at Appendix 1. 
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Starting an application  

When logged in to your account, click on 

Ψ!ǇǇƭƛŎŀǘƛƻƴǎΩ at the top of the screen, 

and then select Ψ.ŜƎƛƴ ŀ ƴŜǿ ŀǇǇƭƛŎŀǘƛƻƴΩ.  

¸ƻǳΩƭƭ be presented with a screen listing 

funding schemes currently accepting 

applications. Select ΨwŜŎƻƴŎƛƭƛŀǘƛƻƴ CǳƴŘΩ. 

 

 

You will now have created a new application which you can begin filling in. 

The first part of the application which you will see are the Terms and Conditions. In order to 

proceed with an application, you will have to accept these Terms and Conditions by 

ǎŜƭŜŎǘƛƴƎ ΨYesΩ ŀƴŘ ǘƘŜƴ ǇǊŜǎǎƛƴƎ ǘƘŜ ƎǊŜŜƴ ΨSave and NextΩ ōǳǘǘƻƴ ǳƴŘŜǊƴŜŀǘƘΦ 

 

Navigating and Saving an application  

At the top of the application is a bar 

showing which Tab within the application 

form you are on at any time. As you 

progress through the application, the Tab 

you are on at any given stage will be 

highlighted green within this bar.  




















