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INTRODUCTION

Welcome to your Grants and Contributions (Gs&Cs) Online Services (GCOS) user guide for the online
applications and projects module.

DID YOU KNOW?

GCOS is a centralized external Web platform for applying for (Gs&Cs) programs and managing active projects
with Employment and Social Development Canada (ESDC). It provides you with a safe, secure and user-friendly
environment to apply for funding online and to create/view/edit/save/submit and withdraw project management
items (i.e. claims, Forecasts of Project Expenditures (FPE) and activity reports, as well as the Training
completion form). It is available from the Funding Programs website, which contains all the current and user-
friendly information on Gs&Cs programs and funding opportunities.

THE GCOS HAs 3 MODULES

1. Account Management: Manages access to GCOS, enables you to create, validate and modify your
account and manage organization tombstone information, mandate and supporting documentation.

2. Applications and Projects: Manages individual Gs&Cs applications and enables you to create, modify,
submit and view your Application for Funding. For detailed information on how to submit an application to
ESDC on the Canada job Grant, consult the Grants and Contributions Online Services: User Guide — Canada
Job Grant (Applications and Projects).

3. Project Management: Manages claims, FPEs, and activity reports, as well as training completion forms
for the Canada Job Grant program. You are able to create, modify, submit and view project management
items in this module only after your Application for Funding has been approved by ESDC and the funding
agreement is signed. For detailed information on Project Management items, consult the Grants and
Contributions Online Services: User Guide (Project Management) or Grants and Contributions Online
Services: User Guide (Project Management- Canada Job Grant).
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http://www.esdc.gc.ca/eng/funding/

IMPORTANT THINGS TO REMEMBER

A. TIME OUT FEATURE

GCOS has a timeout feature. After 20 minutes of account inactivity, GCOS will prompt you with a “Message
from webpage” (see figure 1) warning you that the session is about to expire. If the “OK” button is not clicked
by the time indicated in the message, your GCOS account session will be terminated and you will need to log
back into GCOS to continue.

Figure 1 — Time Out Warning Message

Message from webpage

:/ Your session is about te expire, you have until 1131150 AM to activate the "OK" button below to extend your

session.
Cancel

I * Government  Gouvernement
of Canada du Canada

Grants and Contributions 1e1
Online Services

Canadi

Useful Links

Home > Logout

Logout

You have been logged out of the system because you logged out or your session timed out

» Haome
b Contact Us

B. WEB BROWSER COMPATIBILITY

GCOS is compatible with the following Web browsers:

Windows Internet Explorer 8
Mozilla Firefox

Google Chrome

Apple Safari

C. SAVING

GCOS does not automatically save information. It is important to remember to save often throughout
each session.

D. UPLOAD RESTRICTIONS

Each document uploaded to GCOS cannot exceed 15MB in size; however there is no limit to how many
documents can be uploaded.
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E. REQUIRED FIELDS

While using GCOS, you can navigate freely from one screen to the next, in any order that you choose, to
complete the required information for the Application for Funding or Project Management item that you are
working on.

If you do not enter information into a “required field’ and attempt to submit the item, an error message will
appear (e.g. “Error 1: Must have one ‘Main Application Contact”). An incomplete “required field” will prohibit
your ability to submit until you have entered information into this field.

F. QUESTIONS/ CONCERNS

Technical and non-technical questions and/or concerns can be submitted at any time using the “Contact Us”
feature. Prior to accessing your account, the “Contact Us” is available on the left side of the screen and at the
bottom on the “Log In” screen. When selected, this will direct you to the main “Contact Us” screen (see figure

2.
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Figure 2 — Contact Us Screen

Home Account Management Useful Links Contact Us Logout

Home > Contact Us

Contact Us

1 1 would like a response by: A @ E-mail

B

" Telephone

Contact Information

Given Name (Required)
Surname (Required)
E-mail Address

Telephone Number C Area Gode

a b~ w N

D Telephone Number
E Extension

Province or Territory (Required)
6 Mova Scotia A

Question Details

My question is: (Required)
7 Application: Financial v

Program for which you are

8 applying: (Required) Youth - Skills Link

9 Question (Required)

10 Project Number:

1 1 Online Tracking Number:

Cancel

Useful Links Contact Us

Haorme » Contact Us Confirmation Page

Contact Us Confirmation Page

U’) Information

Your question has been sent successfully.
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Note: The numbers and information in the table correspond to Figure 2 (*required field).

H ‘ Field

I would like a response
by*:

‘ Description

Indicate the preferred way for ESDC to reply to the question/concern

A. E-malil
B. Telephone

Given Name*

The first name of the person submitting the question/concern.

Surname*

The last name of the person submitting the question/concern.

E-mail Address

The e-mail address where the individual submitting the question/concern can
be reached.

Telephone Number

C. Area code (the person’s 3-digit area code)
D. Telephone number (the person’s 7-digit phone number; e.g. 456-7890)
E. Extension (extension of the person’s phone number)

Province/Territory*

The province/territory where the person submitting the question/concern is
physically located.

My question is*:

Drop down: Choose one of the five (5) options provided:

Application: Financial

Application: Non-Financial
Technical: System Malfunction Issue
Technical: Registration Issue
Technical: Error Message

Program for which you
are applying*

Drop down: Choose the program for which you are applying.

Question*

With as much detail as possible, write the question here.

In order to better assess the question, provide the following:
¢ legal name of your organization

e business number of your organization

e The role of the person asking the question and, if a Delegate, the
responsibilities that are assigned to him/her ( see section 2.3.2)

e At what stage in the process is the situation occurring: in the Account
Management, Application, Claim, Training Completion Form, FPE or
Activity Report section of GCOS

10

Project Number

If an Agreement has been signed for the submitted Application for Funding,
the project number will be identified on the first page. You can also find it in
GCOS by going to the “Applications and Projects” screen and clicking “Manage”
next to your “Active’ project. The project number will be displayed at the top
of the summary box.

11

Online Tracking Number

ESDC will generate an online tracking number after the online Application for
Funding is completed and submitted. This number will appear on the
confirmation screen as well as on the “Applications and Projects” summary
table.
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1. MODULE 2: APPLICATION AND PROJECTS

1.1 WELCOME

Once you have successfully logged in GCOS, you will be directed to the “Welcome” screen (see Figure 3) where
you can perform the following actions:

View List of Applications and Projects
Add an Application for Funding

Add a Claim

Add a Forecast of Project Expenditure
Add an Activity Report

To see a complete list of your organization’s applications and projects, you must click the “View List of
Applications’ link. This link will direct you to the “Applications and Projects’ screen (see Figure 4).

Figure 3 — Welcome

Home Account Management Useful Links Contact Us Logout

Home 2 Welcome Anik Goudie

Welcome Anik Goudie

Wiew List of aApplications and Projects
A&dd an Application for Funding
add a Claim

#dd a Forecast of Project Expenditure

- v v w ¥

Add an Activity Report

1.2 APPLICATIONS AND PROJECTS

The “Applications and Projects’ screen (see Figure 4) displays a complete list of your organization’s applications
and projects by project title, status, tracking number, modified by, dated updated and functions.

By clicking the “Add” button you will be able to create a new application for funding.

If you want to access your organization’s applications and project list (when you are in an application or a
project) you can use the “Applications and Projects’ link in the left side navigation bar (see Figure 4).

Note: Accessing the information from the navigation bar will not display the most up to date information in the
“Status’ column.
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Figure 4 - Applications and Projects

Home Account Management Useful Links Contact Us Logout

‘Applications and Projects

Home > Applications and Projects

Application | . . ot
| B Applications and Projects
Program Selection 1 2 3 4 5 6 7
Project Identification
- Project Title Status Tracking Created By Modified By Date Updated Functions
Mailing &ddress Number
Organization Contacts November 2 Draft Goudie, anik n2/11/2012 | Edit
Organizational Capacity 11:10:06 AM | Remave
Amounts Due
Project Description Click the ‘add’ button to create an application for Funding.

Project Details
Project Locations

Anticipated Sources of
Contribution

Budget
Budget Details
Supporting Documents

Rewview & Submit

Note: The numbers and information in the table correspond to Figure 4 (*required field).

# | Label Description

1 | Project Title This is the project title used when the application was initially submitted.

Represents the current status of your application/project:

-  Draft: development of the application is in progress;

- Pending Signatories: the application requires one or more signatories to
complete the Declaration to be submitted to HRSDC;

- Submitted: the application was successfully submitted to ESDC;

- Submission failed: the application must be re-submitted;

- Withdrawn: the application has been withdrawn;

- Pending Re-Submission: the application requires modifications or further
details. An ESDC representative will contact you regarding the information
required. It will need to be re-submitted to ESDC to be assessed;

- Under Assessment: the application is being assessed;

- Active: the application is approved. Project management items can be
submitted;

- Rejected: the application was rejected by ESDC; and

- Closed: the project is no longer active.

Tracking Number The tracking number of the application.

Created By: The name of the representative who created the application.

Modified By: The name of the representative who last modified the application.

Date Updated The date the application was last modified.

Depending on the status, the functions available are view, edit, manage, action,
remove or withdraw.

2 Status

~N (oo~ lw

Functions

Page 10



1.3 PROGRAM SELECTION

The “Program Selection’’ screen (see Figure 5) is the first in a series of screens used to complete the Application
for Funding process.

You must first select a “Program Group’ from the drop down menu that applies to the program in which you are
applying for funding from. You must then choose a program (see Figure 5a) from the drop down menu. Once
you have selected a program, a link to the Applicant Guide (see Figure 5b), specific to the program selected, will
be displayed and can be open in a separate window for reference.

Figure 5 - Program Selection

Home Account Management Useful Links Contact Us Logout

Home * Program Selection

Program Selection

Program Group {Reguired)

Select j

Project Title (Required) » Help

Back

Figure 5a - Program Selection — Program

Home Account Management Useful Links Contact Us Logout

Hame 3 Fiagiam Szlectian

Program Selection

Frogram Sroup (Regaired) Vouth |L

Program {(Required)

Projact Title (Reguired) Fouth - Career Focus » Help
Youth - Skills Link
Figure 5b — Program Selection — Program Guidelines
Home Account Management Useful Links Contact Us Lo-gout
Heme * Program Selection
Program Selection
Program Group (Regaired) outh E
Fragrar {Regquired) vouth - Skills Link =l
Pragram Guidelinas
- Project Title (Required) » Help

Back
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1.4 PROJECT IDENTIFICATION

The “Project Identification” screen (see Figure 6) is the first in a series of screens where you must enter further
project information for the program for which you are completing the Application for Funding.

The start date must be after the date in which you are entering the information into the application. You can
type the anticipated start and end dates in the fields provided OR select the date using the calendars provided.

Figure 6 - Project Identification

Home Account Management Useful Links Contact Us Logout

Home » Project Identification

| Applications and Projects |

Project Identification

| Application |

Pragram Selection Project Title Prajact Title] » Help
Project Identification (Required)

Mailing Address Planned Project Start Date - » Help
Organization Contacts (YY-MM-DD) (Required) -

raganizational Capacity Flanned Project End Date - * Help

Amounts Due (Y- MM-DD) (Required)

Project Description m

Project Details
Project Locations

Anticipated Sources of
Contribution

Budget
Budget Details
Supperting Documants

Review & Subrnit Version: 1.3.6.0

1.5 MAILING ADDRESS

The “Mailing Address” screen (see Figure 7) is used to select the mailing address specific to the Application for
Funding. All correspondence (including payments) will be sent to this address. All mailing addressed entered in
the “Account Management® section will be displayed. You will be required to select which mailing address to use
for the application. Mailing addresses can be added in the “Account Management’ section.

Figure 7 - Mailing Address

Home Account Management Useful Links Contact Us Logout

| Home *Malling Addrezs

| Applications and Projects |

Mailing Address

| Application |

Prograrn Selection The mailing addreszes displayed below correspond to the informmation provided in the Account

Managernent. Mailing addresses can be added by accessing the Mailing Address screen, Click on Account

Project Identification

Management in the top navigation bar, then select organization Identification to find the Mailing Addrezs

Mailing Addr screen
2rganization Contacts
: K Pleasze select the mailing address of 902 18Th St M
- Organizational Capacity thiz application. &ll correspondence
Amounts Due will be sent to this address, including Brandon
any payments,
Project Description (Required) Manitoba
R7ATEL

Project Details

Project Lacations

Contribution

Budget

Budget Details
Supporting Docurnents

Feview & Submit Wersion: 1.3.6.0

Terms and conditions | Transparency *
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1.6 ORGANIZATION CONTACTS

The “Organization Contacts” screen (see Figure 8) is used to add all organization contacts for a specific
application, along with some general information about the contact.
The “Adad” button will direct you to the “Contact Details” screen (see Figure 8a).

Figure 8 - Organization Contact

Home Account Management Useful Links Contact Us Logout

| Home » Organization Contacts

| Applications and Projects

I Organization Contacts

| Application

Program Selection Provide the narme of your organization contacts, for the purposes of communication with the organization

. I for this project. This could be 2 project manager or coordinator, an executive assiskant or someone else.
Project Identification

Maziling Address A Main Application contact is mandatory, Additional contacts can be added for the organization,

arganization Contacts There are currenty no entries.
. Qrganizational Capacity

Arnounts Due

Project Description

Project Details

Project Locations

Anticipated Sources of
Contribution

Budget
Budget Details
Supporting Documents

Foeview & Submit Wersion: 1,3.6.0

1.6.1 CONTACT DETAILS

When you add an organization contact (see Figure 8a) the following information must be entered (*required
field).
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Figure 8a - Contacts Details

Home Account Management Useful Links Contact Us

Home * Contact Details

Contact Details

Given Name
(Required)

2 Surname
(Required)

3 Position Title

4 Contact Type

{(Required) Select j
5 Preferred language of communication - A (" English
Written
(Required) B French
6 Preferred language of communication - C ¢ English
Spoken
(Required) D  French
Contact Address
7 (Required) Select j
8 address Line 1
(Required)
9 Address Line 2
10 city or Town
(Required)
Province or Territory
11 (Required) Select j
12 Postal Code
(Required)
Gountry
13 CANADA
14 Telephone Number Area Code
(Required)
Telephone Number
(Required)
Extension
15 Fax Number Fax Number Area Code

Fax Number

16 E-mail Address

Cancel
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Note: The numbers and information in the table correspond to Figure 8a (*required field).

# | Field ‘ Description
1. | Given Name* The first name of the person.
2. | Surname* The last name of the person.
3. | Position Title The contact’s title within the organization
Drop down: You MUST identify one Main Application contact. Additional
4. | Contact Type* Contacts can be added (e.g. agreement signing authority, project activity
contact).
Preferred Language of The organization contact’s preferred language for written communications
5. S\zri?tr::flcatlon - A. English
B. French
Preferred Language of The organization contact’s preferred language for spoken communications
6. go(r;:(rg;lflcatlon - C. English
P D. French
Indicates whether or not the organization contact’s address is the same as the
organization’s address:
7. | Contact Address* e Select the organization’s contact’s address from the drop-down list or add
a different one.
e When you select one from the list, the address fields will populate
automatically. You will only have the telephone number fields to complete.
8. | Address Line 1* The street address portion of the organization contact’s address.
9. | Address Line 2 The line 2 of the street address portion of the organization contact’s address
10. | City/Town* The city/town portion of the organization contact’s mailing address.
11. | Province/Territory* The province/territory portion of the organization contact’s address.
12. | Postal code* The postal code portion of the organization contact’s address.
13. | Country Default is Canada.
The organization contact’s telephone area code.
The organization contact’s telephone number where they can be reached.
14. | Telephone Number* The organization contact’s telephone extension number, if one exists, where
they can be reached.
15. | Fax Number The fax number area code of the organization contact
' The fax Number of the organization contact.
16. | E-mail Address The e-mail address of the organization’s contact.
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You can “E£dit’ or “Remove” contacts from the organization contact list (see Figure 8b) at any time, however,
you must have a “Main Application Contact’ at all times.

Figure 8b - Organization Contacts

Home Account Management Useful Links Contact Us Logout

Home » Organization Contacts

| Applications and Projects |

Organization Contacts

| Application |

Prowvide the name of your organization contacts, for the purposes of communication with the organization

Program Selection

Project Identification

for this praject. This could be a praject managar or coardinator, an executive assistant or somacne elsa.

Mailing Address A Main Application contact iz rmandatory, Additional contacts can be added for the organization,
Organization Contacks
[93nZaton Lonna Given Name Surname Contact Type Functions
Drganizational Capacity
Amounts Due Anik Goudie Main Application contact Edit
Rernove
Project Description
Project Details add

Praject Locations

Anticipatad Sources of
Cantribution

Budget
Budget Details
Supporting Documants

Feview % Submit Version: 1,3.6.0

1.7 ORGANIZATION CAPACITY

The “Organization Capacity’ screen (see Figure 9) is used to enter details relevant to your organization’s
capacity to properly manage the projects for which you are requesting funding (based on the organization’s
profile).

You must enter the number of employees currently working within the organization. If you select the “yes”
button to the question about your organizations transformation, you are required to provide a description in the
box below it

Note: Sensitive personal information must not be entered in this box (e.g. Social Insurance Number, personal
finance data, medical and/or work history).
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Figure 9 - Organizational Capacity

Home Account Management Useful Links Contact Us Logout

Hore » Organizational Capacity

| Applications and Projects |

Organizational Capacity

| Application |

Frogram Selection Pleaze do notinclude sensitive personal information in this box, such as vour Secial Insurance Number,

; o persanal finance dats and medical or work history.
Project Identification

Mailing Address ESDC uses the information provided in this sedtion, to assess the organization's capacity to properly
ranage the project

drganization Contacks

q How rany ermployees does your » Help
Arnounts Due organization currently have?
Project Dascription Has your organization undergone any £ ves » Help
. ) important transfarmations in the past
P ct Detail
reject betals two [2) vears? O Ne
Project Locations {Reguired)
Antidpated Sources of If yes, please provide a description |- |
Contribution of the changes:
Budget (Maximum 30000 characters)
Budget Details
Supparting Docurments
Review 2 Submit
Please describe how vour =] Help
organization has the experience and
expertise to carry out the proposed
project activities, If applicable,
please include any past experience
(s) with ESDC and the results of the
project(s],
(Maximum 30000 charackers)
(Regquired)

1.8 AMOUNTS DUE

The “Amounts Due’ screen (see Figure 10) is used to enter amounts that your organization owes to the
Government of Canada (GoC). From this screen, you declare your organization’s amounts owing to the GoC.

To add an amount due, click the “Ada” button; you will be directed to the “Amounts Due Details” screen (see
Figure 10a).
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Figure 10 - Amounts Due

Home Account Management Useful Links Contact Us Logout

Haome * Amounts Due

| Applications and Projects

| Amounts Due

| Application |

Frograrm Selection If your organization awes any amounts that are in default to the Government of Canada, pleaze add

each amount.
Project Identification ) L . .
Gwing amounts to the Government of Canada does not mean that your Application for funding will not be

Mailing Addrass approved.

2rganization Contacts
There are currently no entries.

Grganizational Capacity

Praject Description
Project Datails
Praject Lacations

Anticipated Sources of
Contribution

Budget
Budget Details
Supporting Documents

Feview 2 Submit i Wersion: 1,2.6.0

1.8.1 ADDING AN AMOUNT DUE

If your organization owes any amounts that are in default or in arrears to the GoC, the value for each amount
owing in the “Amounts Due Details’ screen (see Figure 10a) must be added.

Only numbers are permitted in the “Amount Owing” field; no spaces, commas or $ signs. In text form, enter the
nature of the amount(s) your organization has in default or in arrears to the GoC.

Figure 10a — Amounts Due Details
Home Account Management Useful Links Contact Us Logout

Hame * Amaunis Due Delais

Amounts Due Details

Department or agency to which amount is

owed Select =
Amount Owing » Help
Nature of amount owing (e.qg. taxes,
penalties, overpayments)
If an amount is ewing, is a payment plan in £ ves » Help
place?

i Mo

Eance] m

1.9 PROJECT DESCRIPTION

The “Project Description” screen (see Figure 11) is used to enter details regarding the project for which you are
requesting funding. This information is used to assess the project’s quality and funding eligibility. Review the
program specific Applicant Guide for additional information that may be required.
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Figure 11 - Project Description

Home Account Management Useful Links Contact Us Logout

Home * Project Description

| Applications and Projects |

Project Description

| Application |

Prograrm Selection Plzasze do notinclude sensitive personal information in this box, such as your Secal Insurance Number,

e parsonal finance data and medical or work history.
Project Identification

Mailing Address ESDC uszes the information you provide in this section as part of the asseszment in determining whether

Organization Cantacts your proposed project is eligible for funding.

2rganizational Capacity Project Objectives (must be clearly j » Help
linked to the objectives of the

program to which you are applying).

(Maximam 30000 characers)

Project Details (Reguired)

Project Locations

Amounts Due

Anticipatad Sourcas of
Cantributian

Budgst
Budgat Details

Supporting Documents
Projact Ackivities (rmust be broken =] Help
down into clear steps),

(Maximum 30000 characters)

{Reguired)

Feview & Submit

Expected Results of the Project = w Help
(rnust be clearly linked to the project

objectives and be specific, concrete

and measurable).

(Maximonn 30000 characters)

(Required)

1.10. PROJECT DETAILS

The “Project Details’ screen (see Figure 12) allows you to provide further details on the project’s activities and
location.
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Figure 12 — Project Details

| Home > Project Deals

Applications and Projects Project Details

Program Selection
Projact Identification
Mailing Address
Grganization Contacts

. Organizationsl Capadity

Amounts Dus

Project Description

Froject Locstions

Anticipated Sources of
Contribution

Budget
Budget Details
Supporing Documants

Fieview & Submit

11

12

13

2 If yes, pleaze dasaibe how you will

Plesse do notinclude sensitive parsonal information in this box, such as your Socisl Insursnes Nember,
personal finance data and medical or werk history.

Does the project include Results O Yes » Halp
Measurernent indicators
(Required) B © Na

meet and track the expected results
of the project:
(Maximrum 30000 characters)

Does this proposed projectft with (0 ves > Help
your organization's other activities?

(Required) D © Mo

If yes, please describe how: ] » Help

(Maximum 30000 characters)

13 pour profect designed to banefit ar [ O var » Help
inualve peapla in English or Franch-

language minority cormmunities? F © Mo

(Required)

If “Yes', please provide an

explanation and any details on
whether consultations will take place
with these communities:

(Maximrum 30000 characters)

Will any other sraanizations, netuarkd 5 O ves » Help
or partners b inuolved in carying out
the > Obe
project H
(Required)
1F "es', please clearly identfy the ]
voli(s) and expertise they will bring
to the project
(Maximumm 30000 characters)

Does the project address the I O Yes b Help
program’s national, regional or local

prioritias? J © Ho

(Required)

1 yar, plasts selact all that apply: K I Hational

L regisnst
M I Lacal

IMPORTANT - Update to the CANADIAN ENVIRONMEMNTAL ASSESSMENT
ACT

wd o verily il Ueir propesed adiv
fuww.garatts. go enlrpeprip
of Rugulstions Dusignating Physical Adivi

s are listed under the sbuve Ao - Mease visit
10/ herndf sar-ders147-ang htral F ba accass the lise

.

If. "no”. an Enwironmental Assessment s rot required,

B “yac®, than, as par the ©

nadisn Dnuimanmantsl Atessirnant A, 2012, sppl submit tha
it duseriptio ally b the SEAA (Wbpi/cun afdalault. angs 3030025~
1 ) for further review, The CEAA will d if an | (EA) Is required
Lasud o0 the projust dessipticn. E3DS fur

et

v will ba condition sl wpen receipt by E3DC of, ai the
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Note: The numbers and information in the table correspond to Figure 12 (*required field).

# ‘ Field ‘ Description

1 Does the project include Results Measurement | A. Yes
" | indicators?* B. No
Does the project include Results Measurement | A description of how your organization plans to meet

2. | . _
indicators? and track the expected results of the project.

3 Does this proposed project fit with your C. Yes

" | organization's other activities? * D. No
4 If yes, please describe how. A deS(.:rlpfuon of hgv.v'the project fits with other
organizational activities.
Is your project designed to benefit or involve
A ) S E. Yes
5. | people in English or French-language minority
. F. No
communities? *
If 'Yes', please provide an explanation and Description of how the project is tailored to benefit or

6. | any details on whether consultations will take | involve persons from both English and French

place with these communities. communities.
Will any other organizations, networks or
: . . G. Yes

7. | partners be involved in carrying out the H No
project? * '

If 'Yes', please clearly identify the role(s) and pe;c_nptlon of how other organ|zat|o_ns, netvyorks,

8. . 2 . individuals, or partners are involved in carrying out the
expertise they will bring to the project. -

project.
9 Does the project address the program’s I. Yes
" | national, regional or local priorities?* J. No
K. National
10. | If Yes, select all that apply: L. Regional
M. Local
You need to verify if your proposed activities are listed under the Canadian Environmental Assessment
Act — Please visit http://www.gazette.gc.ca/rp-pr/p2/2012/2012-07-18/html/sor-dors147-eng.html to access the
list of Regulations Designating Physical Activities.
If, "no", an Environmental Assessment is not required.

1 If "yes", then, as per the Canadian Environmental Assessment Act, 2012, you must submit the project
description electronically to the CEAA (http://ceaa.gc.ca/default.asp?lang=En&n=63D3D025-1) for further
review. The CEAA will determine if an Environmental Assessment (EA) is required based on the project
description. ESDC funding will be conditional upon receipt by ESDC of, as the case may be, CEAA
confirmation that an EA is not required, or, a copy of the completed EA and confirmation that your
organization is equipped to appropriately address the EA findings.
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# ‘ Field ‘ Description

Does your project include activities that are
listed in the Canadian Environmental
Assessment Agency's (CEAA) Regulations N. Yes
Designating Physical Activities established O. No
under the Canadian Environmental
Assessment Act, 20127*

If "yes", then, as per the Canadian Environmental Assessment Act, 2012, you must submit the project
description electronically to the CEAA for further review. The CEAA will determine if an Environmental
Assessment (EA) is required based on the project description. ESDC funding will be conditional upon
13. receipt by ESDC of, as the case may be, CEAA confirmation that an EA is not required, or, a copy of the
completed EA and confirmation that your organization is equipped to appropriately address the EA
findings.

12.

1.11 PROJECT LOCATIONS

The “Project Locations” screen (see Figure 13) allows you to list all locations where the project’s activities will
occur, if the locations are different than your organizations.

To add new locations (if different than where your organization is located) press the “Add” button. You will be
directed to the “Location Details” screen (see Figure 13a).

Figure 13 — Project Locations

Home Account Management Useful Links Contact Us Logout

Heme » Praject Locations

| Applications and Projects |

Project Locations

| Application |

Frogram Selection If any of the project activities will be delivered in a different location than where vour organization is located,

. " please add each location, List the main address first, followed by every additional location,
Project Identification

Mailing Address Main Address Line | Address Line City or Province or Postal Functi
unctions

Girganization Contacts Location 1 2 Town Teritory tode

o izational C it

rgsnizational bapacty Yes 303 18Th st Brandon Manitoba R7A 751 | Edit

Arnounts Due M Rernove

Project Description

Project Details Add

Anticipated Sources of
Contribution

Budget

Budget Details
Supporting Documents

Review & Submit Version: 1.3.6.0
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Figure 13a — Location Details

Home Account Management Useful Links Contact Us Logout

Home 2 Location Details

Location Details

Main Lacation O ves
(Required)
i Ma
Address Line 1
(Required)
_ Address Line 2
City or Town
(Required)
Province or Territory select |
(Required)
Pastal Code
(Required)
sm |

1.12 ANTICIPATED SOURCES OF FUNDING

The “Anticjpated Sources of Funding’ screen (see Figure 14) allows you to provide details on how the project
will be funded.

Note: ESDC's funding Programs generally encourages and/or requires you to seek cash and/or in-kind
contributions to your proposed project from other sources of funding. Each program has a "stacking limit', that
is, @ maximum permitted amount of combined funding from federal, provincial, territorial and municipal
governments for any one project or initiative. Contributions to the project cannot exceed 100% of eligible
expenditures.

ESDC will use the information provided in this section to verify that the funding request conforms to any
stacking limit or requirement for funding from other sources.

"Other sources of funding' includes any source of funding (including your organization) other than the program
to which is applying for funding.

To specify the amount requested from ESDC you must click the “Enter Requested Amount’ link. You will be
directed to the “Contribution Details” screen (see Figure 14a).

To add new anticipated sources of funding click the “Add” button. You will be directed to the “Contribution
Detajls” screen (see Figure 14b).
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Figure 14 — Anticipated Sources of Contribution

Home Account Management Useful Links Contact Us Logout

Home » Anticipated Sources of Contribution

| Applications and Projects

I Anticipated Sources of Contribution

| Application

Prograrn Seledion ESDC's funding programs generally encourage andfor require applicants to seek cash andfor in-kind

. - contributions for their proposed project from other sources of funding, Each pragram has a "stacking
Praject Identification o " " ' = -
limit", that is, a maximum permitted amount of combined funding from federal, provincial, territorial and

Mailing Addrass rmunicipal govermments for any one project or initiative, Gontributions to the projec cannot exceed 100%

Crganization Contacts of eligible expenditures.

Organizational Capaity ESDC uses the information provided in thiz section ko verify that your funding request carforms o any

Armounts Due stacking limit or requirernent for funding from other sources,

P (=] i
reject bescription "Other sources of funding” includes any source of funding (including from your arganization) ather than

Project Details the program to which you are applying for funding.

Project Locations

“rou must first enter the arnount requested from ESDC, Should you have additional organizations that will

contribute funds and/or in-kind contributions to thiz project, please add them subsequently,

BEudget The amounts displayed under Cash and In-kind (§ value) MUST equal the Total Planned Expenditures on

Budget Details the Budget screen accessible on the left side navigation bar

Supporting Docurnents Source Source In-kind ($ Confirmed Confirmed In-kind _
. . cash Functions
Review % Submit Name Type value) Cash ($ value)
ESDC ESDC Enter Requested
Amount

1.12.1 CONTRIBUTION DETAILS

The “Contribution Details” screen (see Figure 14a) allows you to add or edit the following details regarding your
organizations’ anticipated sources of funding.

Figure 14a — Contribution Details

Home Account Management Useful Links Contact Us Logout

Home » Contribution Details

Contribution Details

Wou must enter a value in a numeric format, Values should be rounded to the nearest whole number (e no decimals),

Source Marme 1 ESDC » Help
(Required)

Source Type

esoc 7|

. (Regquired) 2
Cazh 3
In-kind (§ valus) 4 » Help
Confirmed Cash A(‘ ez » Help
Required,
(Reg 4 5 B(‘ Mo
Confirmed In-kind ($ value) 6 Ce ves » Help

(Reguired)

D(‘No

Canczl m
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Figure 14b — Contribution Details

Home Account Management Useful Links

Home » Contribution Details

ContactUs  Logout

Contribution Details

“rou must enter a value in a numeric format, Yalues should be rounded to the nearest whale number (i.e.: no decimals),

Source Mame
{Reguired)

Source Type
(Reguired)

Cash
In-kind (§ value)

Confirmed Cash
(Required)

Confirmed In-kind (§ value)
(Reguired)

Cancel

1 » Help
2 Select d
3
» Help
4
A i Yes » Help
Bews
C i Yes » Help
Df‘ Mo

Note: The numbers and information in the table correspond to Figure 14a and 14b (*required field).

# ‘ Field

1. Source Name*

Description

When entering an amount for ESDC, this field will be read only and populated
with ESDC.

When adding a Source of Funding other than ESDC, enter the name of the entity
providing funding for the project.

2. | Source Type*

When entering an amount for ESDC, this field will be read only and populated
with ESDC.

When adding a Source of Funding other than ESDC, select the sector type of the
entity providing funding for the project from the drop down menu.

3. Cash

When entering the amount requested from ESDC, you only need to enter the cash
amount requested.

When adding a Source of Funding other than ESDC, enter the amount of cash-
funding that an entity will be providing for the project.

4. | In-Kind ($ Value)

When entering an amount for ESDC, this field will be read only.

When adding a Source of Funding other than ESDC enter the amount of in-kind
funding that a contributor will be providing for the project.

In-kind contributions are non-monetary goods or services that may be contributed
to the project by your organization or other organizations or partners for which
your organization will not be requesting re-imbursement. In-kind support may
include donated equipment, services or facilities necessary for the proposed
project that would otherwise have to be purchased.

To be considered valid, in-kind contributions should contribute to the success of
the project and estimated at fair market value.

5. Confirmed Cash

When entering an amount for ESDC and when adding a Source of Funding other
than ESDC, enter if the amount of cash contribution is confirmed

Cash contributions should be committed to in writing by the contributing party.
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# ‘ Field ‘ Description

A. Yes
B. No

When entering an amount for ESDC, this field will be read only

When adding a Source of Funding other than ESDC, enter if the amount of in-kind

Confirmed In-Kind contribution is confirmed
6. | ($ Value)
In-kind contributions should be committed to in writing by the contributing party.
C. Yes
D. No

1.13 BUDGET

The “Budget’ screen (see Figure 15) allows you to provide a detailed list of planned expenditures, broken down
by expenditure category/sub-category and funding source.

ESDC uses the information provided in this screen to determine the overall cost of the proposed project,
whether costs are linked to the activity, as well as the general nature of the expenditures to be covered by all
anticipated sources of funding.

You must enter the project budget according to the cost categories; see the cost-category lexicon for more
details on the cost categories , available in the help text beside the cost category fields.
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Figure 15 — Budget

Home Account Management Useful Links Contact Us Logout
Home » Budget

| Applications and Projects | Budget
| Application |

Program Selaction ESDC uses the infarmation provided in this secion to determine the overall cast of the proposed project,

. e whether costs are linked to the activity, as well as the general nature of the expenditures to be covered
Project Identification ’
by all anticipated sources of funding.

Mailing Address
Organization Contacts Enter your project budget according to the cost catzgories.
2rganizational Capacity The Total Planned Expenditures amounts MUST equal the amounts dizplayed under Cazh and In-kind (§

Amounts Due value) on the Anticipated Sources of Contribution screen accessible on the left side navigation bar,

Project Description rou must enter a value in a numeric format. Walues should be rounded to the nearest vhole number
Froject Details (i.e.: no dedirals).
Project L ti
res oEatans Planned Expenditures
Anticipated Sources of Cost Category
Sontribution ESDC Other - Cash Other - In Kind
euda=e | ndeministeative Costs
Budget Details
Supporting Docurmnents Administrative Costs
Feview 2 Submit
» Help
Capital Costs
Capital Assets
» Help
Direct Costs
Staff Wages
Capital Assets
» Help
Direct Costs
Staff Wages
» Help
Participant Costs
» Help
Project Costs
» Help
Rent
» Help
Travel
» Help
Total Planned Expenditures (1] (1] []

1.14 BUDGET DETAILS

The “Budget Details” screen (see Figure 16) allows you to specify details on possible contract values and
planned capital assets expenditures for the project.
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Figure 16 — Budget Details

Home Account Management Useful Links Contact Us Logout

Horme * Budget Details

| Applications and Projects

I Budget Details

| Application

Refer to the program specific Applicant Guide, a5 i may require that you provide additional information
to cornplerment your Application for Funding, If necessary, you may upload documentation by selecting
the Supporting Documents section fram the left side navigation bar,

Program Selection
Project Identification
Mailing Address

Srganization Cantacts 1 Associated Businesses or Individuals: A [T contracts valued at $25.000 or more are part » Help
Please check all staternents belaw of the planned expenditures
Organizational Capacity that apply to your planned

Armounts Due expenditures of ESDC funding B T Contracts with businesses or individuals legally
szsaciated with the applicant arganization are

Project Description arnong the planned expenditures,

Project Details
! C [T Contracts with outside providers to manage all

Project Locations or part of the project activities on behalf of the

Anticipated Sources of applicant arganization are amang the planned

Contribution expenditures,

Budget Capital Azsets: Will capital assets be D i ves » Help
armong your planned expenditures
with ESDC funding? E O Mo

Supporting Docurnents (Reguired)

Feview & Submit If wes, please explain the benefit of El

the purchase(s) that are necessary
to carry out the project activities:
(Maximum 0000 characters)

Further Budget Details: ;I
4 (Maximnum 30000 charactars)

=

Note: The numbers and information in the table correspond to Figure 16 (*required field).
# ‘ Field ‘ Description

Indicate all statements that apply to your planned expenditures of
ESDC funding.

A. Contracts valued at $25,000 or more are part of the planned

Associated Businesses or expenditures.

Individuals: Please check all B. Contracts with businesses or individuals legally associated with
1. | statements that apply to your your organization are among the planned expenditures.

planned expenditures of HRSDC C. Contracts with outside providers to manage all or part of the

funding. project activities on behalf of your organization are among the

planned expenditures.

Note: For more information on this field click the “He/p” link on the
right side of the page.

Indicate whether or not your organization has identified the
purchase of capital assets among its planned expenditures with

Capital Assets: Will capital ESDC funding.
5 assets be among your planned
" | expenditures with HRSDC D. Yes
funding? E. No

Note: For more information on this field click the “He/p’ link on the
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right side of the page.

If yes, please explain the benefit
of the purchase(s) that are

Description of the benefit of the purchase(s) that are necessary to

3. carry out the project activities, if the purchase of capital assets is
necessary to carry out the
. S needed.
project activities
4. | Purther Budget Details: Additional details (if applicable).

(Maximum 30000 characters)

Note: You will be required to summarize your project budget according to the Budget Detail Template. This
template is an annex available in your program-specific Applicant Guide and can be attached to your electronic
Application for Funding (see section 1.15).

e The Budget Detail Template, which corresponds to the new cost category structure and lexicon, has
been developed to support the Standard Application for Funding and will ensure a consistent approach
to the collection of budget information during your application process.

e To ensure consistency across programs, the Budget Detail Template replaces existing versions of Budget
Negotiation Notes.

1.15 SUPPORTING DOCUMENTS

The “Supporting Documents” screen (see Figure 17) allows view, add and manage files uploaded as supporting
documentation for our Application for Funding.

All files are stored in the format in which they are uploaded.

All file types are accepted.

All files uploaded in the GCOS are scanned by an anti-virus application before being submitted to ESDC.
If a file contains a virus, it will not be submitted to ESDC.

Figure 17 — Supporting Documents

Useful Links Contact Us Logout

Home Account Management

Hams * Supparling Dacumenis

Applications and Projects

Supporting Documents

Application

Program Selection
Project Identification
Mailing Address
Drganization Contacts
Crganizational Capacity
Amounts Due

Froject Description
Project Details

Project Locations

Anticipated Sources of
Contribution

Budget

Budget Details

Supporting Documents

Review & Submit

Refer to the Applicant Guide for the program to which you are applying, as it ray require that you provide
additional information regarding your Application for Funding.

Application

There are currenty no documents.

Organization

There are currenty no documents.

Yersion: 1.1

Using the “Add” button will direct the user to the “Document Details” screen (see Figure 17a), allowing you to
browse your computer’s file structure and select a document type and file to upload to your Application for

Funding.
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Note: Program-specific Applicant Guides provide additional information regarding required supporting documents
related to the specific program.

Figure 17a — Document Details

Account Management Useful Links Logout

Home » Documnent Details

Document Details

Document Title (Required) | ‘

D t T Required,
ocument Type (Required) T 3|

File (Required)
| || Browse ‘

Cancel Save

You can select a document related to your organization from the list created in “Account Management’ (see
Grants and Contributions Online Services: User Guide (Registration and Account Management)) by clicking on
“Select/Unselect’.

Figure 17b — Supporting Documents — Select/Unselect Organization documents

Home Account Management Useful Links ContactUs Logout

Hame * Suppailing Dacumenis

Applications and Projects Suppor‘tlng Documents

Application

Program Selection Refer to the Applicant Guide for the program to which yau are applying, as it may require that you pravide
additional information regarding your Application for Funding,

Project Idantification garding ¥ s 9
Mailing Address Application

Jrganization Contacts

There are currently no documents.
Drganizational Capacity

Amounts Due

Praject Description Organization

Project Details There are currently no documents.

Project Locations

Anticipated Sources of
Contribution

Budget
Budget Details

orting Documents

Review 2 Submit

Version: 1.1

Select Supporting Documents ¢

Refer to the applicant Guide for the program to which you are applying, as it may require that you provide additional information
regarding your application for Funding.

Document Title Document Type File Name Select
By-laws By-laws Screenshots, docx |l
Letters of Incorporation Letters of Incorporation Screenshots.docx ]

Clicking “Save” will bring you to the “Supporting Documents” screen (see Figure 17¢). This screen will display, in
a table format, all the documents that have been attached to your Application for Funding.
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Figure 17¢ — Supporting Documents

Home Account Management Useful Links Contact Us Logout

Home 3 Supporting Dacuments

| Applications and Projects |

Supporting Documents

| Application |

Prograrn Selecion Refer to the Applicant Guide for the program to which you are applying, as it may require that you

rovide sdditional information regarding your Applicstion for Funding.
Project Tdentification P Ll ay PR g

Mailing Addrazs

- Application
Qrganization Contacks
Crganizational Capacity Document Tie Document Type File Name Functions
Arnounts Due
Project Description Budget Motes Additional budget infarmation Budget Motes.docx View
Rermove
Project Details
Project Locations Add
Anticipated Sources of . .
Contribution Organlzatlon
Budget
Budget Details Document Titde Document Type File Name Functions
porting Docurnants Bylaws By-laws GCOS Content docx Wiew

Feview & Submit

1.16 REVIEW & SUBMIT

The “Review & Submit’ screen (see Figure 18) is a full summary of all the information entered into the
application. It allows you to review and, if necessary, edit information. It also indicates if a mandatory field is
not completed by providing an error message at the top of the screen.

When all mandatory fields are complete, each section will be hidden, however can be expanded for review.

To submit your Application for Funding click the “Submif’ button and you will be directed to the “Declaratiorn’”
screen (see Figure 19).

Figure 18 — Review and Submit

Home Account Management Useful Links Contact Us Logout

Home » Review & Submit

| Applications and Projects

| Review & Submit

| Application |

Program Selection “rou are about to submit an item to ESDC.

Project Identification
1 Please review the information provided by cicking on each of the hyperlink available before submitting.

Expand all Collapse all

Armounts Due » Organization Information
» Project Identification

» Mailing Address

» Organization Contacts

Mailing Address
2rganization Contacts

Grganizational Caparity

Praject Description
Project Datails

Frojact Lacations » Organizational Capacity
Anticipated Sources of F Amounts Due
Contribution » Project Description
Budget » Project Details

Budget Details » Project Locations

» Anticipated Sources of Contribution
¥ Budget

» Budget Details

» Supporting Documents

Supporting Documents

Page 31



1.17 DECLARATION

In order for an Application for Funding to be eligible for funding, it must be completed by the official
representative(s) of your organization in accordance with your organization's by-laws or other constituting
documents.

The first paragraph displays how many signatures are required to submit an Application for Funding. The
number indicated is related to the information provided in the “Signatories’ screen (refer to the Grants and
Contributions Online Services. User Guide (Registration and Account Management)).

1.17.1 ONESIGNATORY
When only one signatory has been identified, you will need to complete the declaration and by clicking the
"Submit’ button, you acknowledge that you have read the declarations and are in agreement with their
content and you are “signing” the Application for Funding that will be submitted to ESDC. Once the information
has been successfully submitted, a confirmation message will be displayed (see Figure 22)

Figure 19 — Declaration — 1 Signatory

Home Account Management Useful Links Contact Us Logout

Home » Declaration

| Applications and Projects

I Declaration

| Application

Program Selection “fou indicated that 1 signatary is required to submit this itern to ESDC,

Project Identification
! There must be at least this nurmber of representatives with authorization to submit this itern within your

Mailing Address organization’s account You can view and edit the number of required signatories by selecting
Crganization Contacts Organization Identification and clicking on Signatories under the Account Management menu at the top
| Organizational Capacity of the screen. Alternatively, access rmay be delegated to the appropriate authorized representatives by

Armounts Dus selecting Representatives from the Account Management menu.

Project Description In order for your application to be eligible for funding, it must be completed by the official representative
Project Detailz (s) of the applicant organization in accordance with the organization’s by-laws ar other constituting
docurnents,

Project Locations

Anticipated Sources of The parsen(s) subrnitting this form ™ A I certify that I have the capacity and that I
Centribution certify (ies] the following amn authotized to sign and subrnit this

Budget Application on behalf of the Organization
Budget Details named in Part 1;

Supporting Decurnants [~ B. I certify that the information provided in this

Review & Subrnit Application and supporting docurmnentation is
true, accurate, and cornplete to the best of my
knowledge: and

T <. I certify that the Organization and any
person lobbying on its behalf is in compliance
with the Lobbying Act, R.5.C., 1985, o 44 (4th
Supp.) and that no cammissions or
contingency fee: have or will be paid directly or
indirectly to any person for negotiating or

securing this requast far funding.

By clicking 'Submit' you

b acknowledge having read the above declarations and being in agresmment with their content,

¥ are hereby signing the application form that will be submitted to ESDS
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1.17.2 MULTIPLE SIGNATORY

When 2 or more signatories are identified as being required to submit an Application for Funding to the
Department, you will need to complete the declaration screen. Prior to clicking on the "Submif’ button, you will
be provided with a table of the representative that have been delegated the right to submit Applications for
Funding. You will have the option the either advise them or not by e-mail (see Figure 20).

Figure 20— Declaration — Multiple Signatories

Home Account Managemen’ ontact Us

Haome » Declaration

| Applications and Projects

I Declaration

| Application

Program Selection “rou indicated that 2 signatories are required to submit this item to ESDC,

Project Identification There must be at least this nurmber of representatives with authorization to submit this item within your
Mailing Address Grganization’s account. You can view and edit the number of required signatories by selacting
Crganization Contacks organization Identification and dicking on Signatories under the Account Managernent menu at the top of
Organizational Capacity the screen. Alternativaly, sccess may be delegated to the appropriske suthorized representativas by

Armounts Due selecting Representatives from the Account Management menu.

Project Description In ardar for your application to be aligible for funding, it must be cormplated by the official represantative
Droject Details (=) of the applicant organization in accordance with the organization’s by-laws or other constituting
R . docurnents,
Project Locations
Anticipated Sources of The persan(s) submitting this form [T A I certify that I have the capacity and that I
Contribution certify (ies] the folloving am autharized to sign and subrit this
Budget Application an behalf of the Crganization
Budget Details narned in Part 1;
Supparting Documants [T B. I certify that the inforrmation provided in this
Feview & Submit Application and supporting docurnentation is

true, accurate, and cornplete to the best of my
krowledge; and

[T €. I certify that the Organization and any
person lobbying on its behalf is in compliance
with the Lobbying Act. R.S.C., 1985, c. 44 (4th
Supp.) and that no commmissions or
contingency fees have or will be paid directly or
indirectly to any person for negotiating or

securing this request for funding.
By clicking 'Subrnit’ you
¥ acknowledge having read the above declarations and being in agreement with their content

¥ are hereby signing the application form that will be subrnitted to ESDC

Advise the following signatories that an action is required:

Signatories Advise Signatories by e-mail
Lacey Carnphell i ez
i Mo
Julie Chartrand i Yes
© Mo

Once the "Submif’ button is selected, you will be presented with a confirmation message (see Figure 21).

Figure 21— Confirmation — First Signatory

Home Account Management Useful Links Contact Us Logout

Home 3 Confirmation

Confirmation

Thark vou! vour signature has been captured, The submiszsion ko ESDC will only be possible ance the required nurnber of signatories has been
captured, You can view how rnany signatories are required in the Account Managerment and how rmany signatories are outstanding on the left
side menu using the Review and Submit screen of the item. An e-mail was sent only to the identified signatories to enable the submission of
the itern to ESDC,
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The users selected will receive an email advising that an action is required from them. They will be able to
access their own account and look for a project that has a "Pending Signatories” status. They will be able to
review the information prior to submitting the information to the department. Once all signatories have
completed the declaration screen, the last one will obtain a confirmation message (see Figure 22).

1.18 APPLICATION CONFIRMATION

The “Confirmation” screen (see Figure 22) displays a confirmation that the Application for Funding has been
submitted successfully. It also displays a submission confirmation message and number.

Your submission confirmation number will be the subject line of your confirmation e-mail from ESDC.

Figure 22- Confirmation

Home Account Management Useful Links Contact Us Logout

Home » Confirmation

Confirmation

wour submission was successful. vour confirmation nurnber is ADDDOD 1289,

Any questions or concerns should be directed to! MA-GC0S-SELSC-G0@hrsdo-rhdcc ac ca referencing the above confirmation nurnber,
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