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Introduction

Overview

This user guide outlindgsow applicants to the Reconciliation Fund can submit applications
for funding throughthe Department of Foreign AffaBnline grant applicatiorsystem, also
known as the Grant Applicatidortal.

To learn about the work carried out by the Reconciliationd;wand funding criteria, please
visiti KS 5 S LI NI Y 8wwb@ @reconSiatdan 4 S 6

Navigating thé&rant ApplicatiofPortal

TheGrant Application Portal can be accessed online using the address:
https://onlinefunding.dfa.ie/

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

. St2gp @&2dz oAttt a&aSS I AONBSy Rl {201 , jeS StLa NELISIH
can:
1. +AS¢ GKS aeaisSyQa ¢SN¥xya yR /2yRAUGAZYyA 27
2. Register for a useaccount
3. Accessth& SLI NI YSYyd 2F C2NBweBig ! FFFANER | yR ¢ N
4. Accesdrish Aid)&ebsite
5. Access theontact information for the Department
6. Sign intoyour account once registered

An Roinn Gnéthai
Eachtracha agus Tridala
Department of

Foreign Affairs and Trade H I_I C

#* Register | DFA | 1IrishAid | Contactus Sign In

0 P

WELCOME

GRANT APPLICATION PORTAL

Welcome to the Grant Application Portal for the Department of
Foreign Affairs And Trade.

H i C have an account. If you already have an account you must sign in.
Repgister Sign In

m Terms and Conditions of Use 3

This Online Grant Management System is hosted and controlled by the Department of Foreign Affairs and Trade.

The Department operates on a Monday to Friday basis (excluding public and bank holidays), from 9.15 and 5.30. During these hours the system will be monitored and reguests for support

to reset passwords and processing requests for a user account will be processed in due course.



http://www.dfa.ie/reconciliation
https://onlinefunding.dfa.ie/
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Registring an Account

This section provides a stdjy-step guideon how to register to use th&rant Application
Portaland submit funding applications for your organisation.

You will only ever have to registenceto submit application®n behalf ofthe organisation
stated in your registrationf you have already registerad use the Portabn behalf of this
organisationin the past, you do not have to register again.

You wil only have taegiser again if, atsomepoint, you are registering to submit
applications on behalf ainotherorganisation

If a colleague hapreviouslyregistered to submit applications on behalf of your

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

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

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

message advising you to contact@ o @ LINB & hyagd UL yo deikKS2y 2y G KS t
homepageYi 2 | NNJ y3S G2 o6S &aSd dz2J a | O2ydal 04 2y

Registering asldewContact

From the Portal home page, select either of §74
the Ww S 3 buitah$§ BYQ
registering as a user, you aaso WELCOME

agreeingotheTermsand GRANT APPLICATION PORTAL
Conditions outlined on this page.

- Welcome to the Grant Application Portal for the Department of
Foreign Affairs And Trade.

| PleaseNote: If you have already e
registered for an account on the
Grant Portal, you do not need to
register again. You can simply selec

W{ A 3y logiryt@your gcéount.
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hyOS &2dz aSt SOG4 (K
be brought to thePortal Rejistration
Form. Here you will need to: R

1. Read and agree to the Terms and | Fortal Registration Form

Conditions by selecting the tick box. | . "
~ e oA « erms and Conditions
2_ W S 3 }\ a u S NJ e 2 dZNJ h NI | confirm that | have the authority to subnft an application on behalf of the organisation for which | am applying. The

Department of Foreign Affairs and Trade i not liable for any costs assaciatad with submitting my application and |

I nfo rm atl On (ItS n am e Ch arlty understand that successful submission gl an application daes not guarantee that my arganisation will be awarded funding.
1

The Department of Foreign Affairs andl¥de reserves the right to amend the Terms and Conditions of this service at any

time.

number and/or tax reference T «

number). o :
Qrganisation - Main Information
Organisation Mam *

Organisation’s Chary Mumber

Oogansation's T Number

Organisation - Contact Person's Details Q
.

Fist Nama *

Businoss email

Businoss Phang Number *

Grant Information
Grant Schome *
prem—

=) =)

3. wS3IAAGSNI 282dzNJ 26y AYTF2NNI GA2Y, ydudullnakkeS 2 NBI y
your business email addressmdyour business phone numberAll contact with you in
the future will be through the email address you enter at this point, so pleasare
that it is correct.

4. Select the Grant Scheme you wish to register for from the drop dow(plesse select
GwSO2yOAt Al GAZ2Y CdzyR£ D
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5 1 A0 GKS W{dzoYAUQ odzid2y G4 GKS SyR 27

Ifyouda St SOUG Whademof A U Q
completed the registration form
correctly, an error messagwill appear by | Mmool
in a red boxat the top of the screen @ L
advising you of which fields need to be

reviewed

& You cannot proceed without agreeing to the Terms and Conditions.

Home > Portal Registration Form

Portal Registration Form

If youremail address is already e e
registeredon the system but you
attempt to register again, you will

Department of

An Roinn Gndthai
Eachtracha agus Tradila
receive an error message advising you @ Foreign Affirs and Trade

that your email address is already o > Portal Regitraion Fom

registered and you should selé¢t{ A 3 _ )

L yfoCogin to your existing account. Portal Registration Form

If you attempt to register but your e —

. 7 ~ 7 Y Anplication Portal. Please contact the relevant Grant Scheme Section for assistance using the Contact Us Tab.
organisal A 2y Qa Ul E I-VR‘ ‘

number is already registeredith a
different contact person, you will receivel'.
an errormessagedvising you to

W/ 2 y (i lko@irande & Qe set up as a
Ozyit OG 2y &2dzNJ 2N Portal Registration Form 3
account.

An Roinn Gnéthai
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Home > Portal Registration Form

Onceyou havesuccessfuly submitted the registrationform, a message will appear (as
below) advising you thatou will receive an emakivith a link to complete your registration.

Thank you for your registration request. You will shortly receive a link by email from the Department to complete the registration process.

Reference Number: RGST-000000090.

You will automatically receive an email within a short time (probably a matter of minutes
unlessthe system is very busy) with a link allowing you to finish your registration and then
begin submiting an application for fundindt you have not received it within an hqur

please check your Junk/Spam folder. If you still have not received it therepteasact the
wSO2yOAf Al GA2Y CdzyR {SOGA2Yy (KNRdAAK GKS

Gl 2y
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When you receive this link inviting you to complete registratideape note thait is only
valid for 24 hours after it is sent to yolf you do not use it within 24 hours of receiving it,
you will need tostart again ande-register, in line with the stepgabove.

Completing the registration process

When you receive the emaiL click on thq From: #Ha-cso cRM GMs Registration Queries <regqueries@dfa.ie>
i ) ) - Sent: Thursday 2 January 2020 10:04

hyper“nk N the ema'l tha‘t Sayy O f 7\ To: Jane Bloggs <jane.bloggs@helpinghands.ie

herei2 O2YLX SGS &2dz

Subject: DFA Grant Application Portal Registration CRM:0001270

You are receiving this email because you requested a login account for
onlinefunding.dfa.ie.

If you received this message in error, please contact the Department on
regquenes@dfa.ie to report the issue.

1 . = & in account for onlinefunding.dfa.ie,
click here to complete your registration. >

When you cliclon the link which you
receive by email, you will be brought to
a new page, where you shouselectthe
greenWw S 3 buitdnS N

*imitation Code  HUpIVSl 2qinRushaWDpdG 7] Ry SIS GOATH g =D E 7B 3P 27 IRLIGUI 1 C ot

* Email Jane.Bloggs@helpinghands.ie| X

You will then be asked tcreate a
password to enter it a second time to
confirmthe password you hze created, [ ="

and selecthe green® w S 3 huitan.S N
Please note that the password must be
at least 8 characters long and contain a number, capital character, lower case character and
a nondigit special character such as ?, !, *. eRlease make a careful note for future

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

Nowyou havecompleted the

registration, and will be brought to the
Wt NIPs&ctioh & gour account. From | -
here you can: m Profile

1. Review your Profile -~

Access application forms e
Access the DFA website -
Access the Irish Aid website
Acces®ur contact information

......

SN
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(Please note, if the information on your profile is incorrect, pleasgtact the relevant
DN yi {OKSYS {SOlA2y F2NJ Il aaradlyoOoS dzaiay3a Gf

Registering a new contagh anexisting 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 registeredhe new contact person should reach out to the relevant grant
schemeandrequesti 2 6S I RRSR (2 GKS 2NAFIYyAaAl A2y Q& |

If the secondtontact 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 usin
theW/ 2y G IT&i | 4 Q

Portal Registration Form

Loggingin

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-iodpy navigating to the funding portal at
https://onlinefunding.dfa.ie/anR  Of A O] A Yy ISigh G 03I 2¥ 4l RY WKS Yl
page of the online application portal.



https://onlinefunding.dfa.ie/
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A | Register | DFA | IrishAid | ContactUj | Signin

WELCOME

GRANT APPLICATION PORTAL

Welcome to the Grant Application Portal for the Department of
Foreign Affairs And Trade.

jccount. I you already have an sccount you mustsign in.

Terms and Conditions of Use

This Online Grant Management Syster is hosted and contrelled by the Department of foreign Affeirs and Trade.

The Department operates on s Monday to
o reset passwords and processing request

By registering to use the ports|,

i \gn Affairs and Trade. This service Is provided In compliance with
GDPR Izgislation. Information on the Departmants GDPR p: s

ommitments/privacy-policy

The Bepartment of Forelan Affsirs and Trade reserves the right o smend the terms and conditions for using the portal st any time.,

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 yousehto use on the system.

2 An Roinn Gnéthai
Eachtracha agus Traddla
Department of

Foreign Affairs and Trade

A | Register DFA Irish Aid ContactUs | signin

+)Sign In Redeem Invitation

Sign in with a local account
Email
* Password

[] Remember me?

Forgotten Password

If you have an existing account but have forgotten your password, clidk{orh Jahd L y Q
thenpressorWC2 NH2 (i | 22dzdbnttHe abdue 8cheB).2 dzQf € 6S a1 SR G
the email address you have registered on your account, thenWlickS. YW d @ill be sent an
email with a link to change your password

Forgot your password?
‘You are receiving this email because you requested a password
. al Shelpinghand reset for your account with onlinefunding dfa. e
Email Jane Bloggs@helpinghands.ie If you received this message in error, please contact the

Department on regqueries@dfa.ie to report the issu

Reset Password

] tisfied ted d ot
Forgot Your Password? e T Y e o e 1t e e

password.

Reset
Confirm New Password

:

~
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If you enter your password incorrectly 3 times, ybheflocked out of your account for 24
hours. Yoican theneither wait 24 hours and themnter the correct passwordif you can
remember it) oralternativelyyou canclickona C 2 tNHU2 Passwor@ and choose a new
one. However, for securityeasonsyoucd énly be able to do this if you have access to the
email address you originally used for registering.

LF GKS LINRPofSY A& GKIFIG 282dzOQNB y20 S@Sy &adzNB
2yS @2dz NEBIAAGSNBR gAGKSI20ieR2Q7TNY F 22 vy Sa Gi2KNA Sii
should stopatthat pointt YR £ 221 FT2NJ FaairadlyOoS o6& Of A01 A
top of the screen.

Changing your Password

If you would like to change your password, you may do so at any time. After sigriong
your user account on the Portal, click on your name on the top right corner.

GRANT APPLICATION PORTAL

This will allow you to access yoér NB pdgé, &nexample of which you can see below.

Profile
Welcome to the Department of Foreign Affairs and Trade Portal for submitting online funding application. The information
yo! ed W is information is incorrect, please contact the
Jane Bloggs relevant Grant Scheme Section for assistance using the Contact Us Tab.

Your Information

Profile
First Name * Last Name *

] Security Jane Bloggs

Change Password Mobile Phone E-mail
0861234567 Jane.Bloggs@helpinghands.ie
Phone Number Grant Organisation
01-1234567 Helping Hands

10
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To change your password, click on t&hange passwod 06 dzii (i 2 yfhafd/siddi ¥o8 € ST
mustthen enteryour oldpassword and the new password which you wish to use, re

enteringthe new passwor@ second time to confirmrhen click on the optio®hange

Password | YR &2dz gAff NSBreées anggduh@RsyicEdsdiildhanged y 2y
the password.

This section offers stepy-a G SLJ I dzA RF yOS 2y gKIF G AYyF2N¥IFGA2Y
your application; how to start an application; navigating through an applicaticmnga
accessing and deleting draft applications; and how to submit your completed application.

Before you start

x
(0p))
o

¢CKS LI AOFGA2Y A& ONRB{SY Ayid2 RAFFSNBy
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 inactivityon 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 osgdaon and the project

for which you are seeking funding. A number of questions are mandatory and marked by a
red asterisk and must be completedou will need to answer the mandatory questan

each tab before you can proceed to the next.

Even wherdields are noimandatory,please provide the information requested if it applies
to your organisation/projectthis will assistisin giving your application the fullest
consideration possible.

Before you begin your application, we recommehdt you havea copyto handof all of the
answers which you are planning to subnit ensure a smooth application proce¥®u can
find a full list of the questions which will appear in the online application procetbe and
of this User Guide at Appendix 1.

11
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Starting an application

When logged in to your accourtlick on
W1 LILX A & theltapffie Screen,
andthenselect!. SIAY | ySg| FLIWLX AOFGA2YQ

. 2 dz@ prdsented with a screen listing
fundingschemesgurrently accepting
applicationsSelectP vOR y OA f A L. G|A 2 Y

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 Condiioasder to
proceed with an application, you will have to accept these Beamd Conditions by
4SSt SOeKA VI RY 0 KSY LINGBvaanil et DA 12NB I RENY S| (i Ko

Navigating and Saving an application

At the top of the application is har
showing which Tab within the application
form you areon 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. (/ Y

12






























