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1. A VF administrator will create your Program Corodinator user account. You will receive 

an email notification with a link to the log-in page at the time the account is created. 

2. In all other instances navigate to www.grants.vancouverfoundation.ca to begin an 

online session.  

Note: It may be useful to bookmark this log in page in your browser. 

 

You will be provided with a password for your first log-in. After  entering the system, it is 

important to change your password to something more secure. To change your password, click 

on your email address which appears at the top right corner of the menu. 

 

 

Follow the on-screen prompts to enter a new password. Once complete, click on the 

“Applications” tab on the menu to return to the default landing page.  

http://www.grants.vancouverfoundation.ca/


       

 

 

 

The basic operations available for NSG Coordinators  are: 

Applications 

• Create a new application on behalf of an applicant without an email address 

• View and/or change the status of applications that are ‘In-Progress’ , 

‘Submitted’, ‘Approved’ , ‘Declined’ or those with the ‘Grant money returned’  

• Review, edit and make comments on applications 

• Search, sort and filter applications 

 

Neighbourhoods 

• Edit contact information for respective neighbourhood 

• Input the total grant budget for both NSG and Greenest City NSG (if applicable) 

Users:  

• View contact information for applicants, RAC members and volunteers 

• create, de-activate and view your RAC, volunteer/staff accounts  

 

Reports  

• Generate pre-defined stastical reports based on data generated from grant 

applications to assist you with gathering information for your community 

• Print applications 

The online system is built to reflect the basic operations of a Program Coordinator. After logging 

in you will automatically direct to the Applications homepage and see the following menu 

headings as shown on Diagram 1 below:  

 

 

 

 



       

 

 

Diagram 1 

 

 

 

 

 

 

 

The system defaults to the Applications page. The Applications page will show the menu as 

described above, as well as the following features represented in Diagram 2.  

Diagram 2 

 

 

 

4. Sort: Applications can be sorted out by 

clicking on the blue subheadings. Sorting can 

be by alphabetical order of applicants ‘names, 

application number, neighbourhood specific 
codes, grant status and date of when the 

application was created. 

1. Budget: tracking 

budget and remaining 

amounts 

3. Filter:  searching applications by 

applicant’s name, type of grant, status, 

project title, budget and date created 

2. Create NSG and 

GCNSG applications (if 

applicable) 

1. Grant applications can be 

viewed here. 

2. Total grant amount can be 

input and tracked here. 

  

4.  Summary reports of in-progress, 

submitted, approved, declined and 

withdrawn applications as well as 

demographic data of applicants are found 

here.  Data can be exported to Excel. The 

function to print applications is also found 

here.   

3. E-mails of RAC members, 

applicants and volunteers can be 

added into the system here. 



       

 

 

 

Budget: This feature helps to track the amount of money granted out towards approved 

projects and indicates the remaining amount from the total granting budget.  Please see 

Neighbourhoods Page for information about inputting budget amounts. 

Create applications: Coordinators can create applications on behalf of an applicant. Please see 

Paper Application section for more detail. 

Filter: You can search applications by applicant’s first or last name, type of grant (NSG/GCNSG), 

grant status (in-progress, submitted, approved, declined or withdrawn), project title and 

budget.  

Sort: You can click on the blue sub-headings to sort by alphabetical order of applicants’ names, 

application numbers, Neighbourhood specific codes, Project titles, and dates of when the 

application are created and status of grant applications. 

APPLICATION STATUS 
During an open grant cycle you will see two types of applications listed on the Applications 

page. See Diagram 3 below.  

a) In-Progress applications: applications that are still being developed and can be edited by the 

applicant, Coordinator or volunteers until the grant application deadline date.  

b) Submitted applications: are submitted and considered complete. Applicants can no longer 

edit submitted applications, though they can still log in to view their applications. If applicants 

need to edit their applications, they will need to contact the Coordinator to change the grant 

status from Submitted back to In-Progress. Coordinators can Review, Edit and Change Status of 

Submitted applications. (See Review Page for further instructions) 

Diagram 3 

 

 

Managing In-Progress Applications 
While grant applications are open, it is important to monitor the system for In-Progress 

applications. It is recommended that weekly reminders be sent to In-Progress applicants so that 

the applications are submitted before the deadline.  



       

 

 

Note: You can access an In-Progress report of applicants and their email addresses under the 

Reports tab on the menu. See the Reports page for more detail. 

Managing In Progress applications after the grant deadline  

After the grant deadline, Coordinators should check each In-Progress application to identify 

those that have a majority of the sections filled, and contact the applicants to complete the 

missing sections and submit them.   

Once all In-Progress applications are checked and submitted (if applicable), there will be a 

remainder of In-Progress applications in the system. It is important to save contact information 

for In-Progress applicants in your own files for future correspondences and email lists. 

Once you have captured and saved contact information for In-Progress applicants, please 

contact VF admin to delete all remaining In-Progress applications from the system.  

Submitted Applications 
After the grant application intake closes, you can review Submitted applications by filtering the 

Applications list using the Submitted status filter, shown below in Diagram 4, or by viewing the 

Submitted Report under the Reports tab on the menu. 

Diagram 4 

 

 

The Submitted application list is what Coordinators and RAC members should use to ensure 

they are reviewing applications that are complete.  

  



       

 

 

 

Once you have a list of Submitted applications, you can Review each application individually by 

clicking the Review link to the right of the status column, see Diagram 5 below.  

Diagram 5 

 

 

The Review link on Submitted applications as highlighted below has a number of functions as 

listed under Diagram 6 below: 

Diagram 6 

 

 

a) Add neighbourhood codes: This feature is used if a particular NSG community wishes to 

divide its granting area into various subdivisions. Eg. Burnaby has four subcommittees 

comprised of North, South, East and West. The neighbourhood codes will help to identify which 

a) Add Neighbourhood specific code 

using text and numbers e.g. North 01, 

KW 01, Marpole 001 etc. 

b-1,2) Change application and grant status e.g. In 

progress, submitted, declined and withdrawn 

c) Indicate amount of any unused funds returned from 

project leaders  

d) Program Coordinators can add notes about a 

project including reasons for declines and any 

modifications during implementation 

e) Allows Program Coordinators to review 

questions and comments from RAC members 

about applications and respond to their inquiries 

accordingly 



       

 

 

 

area each application came from using  combination of texts and numbers such as North, South, 

KW01, Marpole 001 etc.  

b-1) Change the Status of an application: The Application status has six fields on the drop down 

menu for In-Progress, Submitted, Approved, Declined, Withdrawn and returned money that can 

be used to indicate the status of applications. Returned money is used when projects didn’t 

occur and the grantees return the money they received or any leftover funds that project 

leaders haven’t used at the end of the grant cycle. 

b-2)  Unlock submitted application:  Switching the grant status of a Submitted application to In-

Progress will unlock the application. Once the application is  switched to In-Progress,  applicants 

can login and modify or edit their applications.   

c) Returned Amount: if project leaders return unused funds from their projects, the amount will 

be indicated in the box labeled Returned Amount.  

d) Coordinator note: Coordinators can add notes about each project including reason for 

declines or withdrawals as well as modifications that occurred during project implementations 

in this section. 

e) RAC members comments and questions:  Coordinators can view comments and questions 

from RAC members and  respond to them accordingly within the same section. The comments 

section will show the e-mail addresses of the RAC member along wih their comments as shown 

below on Diagram 7.  

Diagram 7 

 

Grant applications where RAC members have commented on can easily be identified with the 

maroon colored callout symbols attached to the application title as highlighted below in 

Diagram 8.  

 

 



       

 

 

 

 

 

 

Diagram 8 

 

 

NOTE: Please note that RAC members can see each others’ comments and also responses from 

Coordinators.  Applicants won’t be able to see RAC members comments. Both RAC members 

and applicants will not see the Coordinators’ notes section. 

Note for RAC members: Please make sure to notify RAC members who review applications on 

line to not let the system idle for a long time as it logs them out automatically unless it is 

refershed every 20 minutes. This is to protect the personal information of applicants.  

f) Switch NSG applications to Greenest City NSG or Vice Versa—( applicable only  for 

Vancouver Communities) 

1. Scroll to the specific Submitted application you wish to switch and click on the “Review” 

Button.  

2. Once on the Review page, change the Application Status to “Changed Type” as Diagram 

9 below.  

Diagram 9 

 

 

 

 

 

 

 

 

 

 



       

 

 

 

 

3. Change the Grant Type from NSG to GCNSG (or vice versa) and click Save as shown 

below on Diagram 10. 

Diagram 10 

 

  

4. Once the change is saved, there will be TWO applications within the list that will have 

ChangedType and Submitted status as shown on Diagram 11. The Submitted 

application is the accurate application. The Changed application should be deleted from 

the database to avoid duplications and confusion especially for RAC members. The list of 

applications with ChangedType status should be compiled and sent to VF Admin staff for 

deletion.   

Diagram 11 

 

 

 

 



       

 

 

 

 

 
5. Because there are questions on the GCNSG application that are different, you will need 

to edit the application and manually make additions to the Greenest City appendix page. 

Click on the Edit button of the submitted application and use the “Move to Next Page” 

button to get to the Appendix (Diagram 12). Please fill out the responses on the 

Appendix page manually and click on the Complete and Submit link.  

 

Diagram 12 

 

  



       

 

 

 

 

The Neighbourhood page enables you to input the total grant amount so you can track the 

approved amount and also the remaining balance of the budget during the decision meetings.  

1) When clicking on the Neighbourhood page, you will see the Edit Function as shown on 

Diagram 13. 

Diagram 13 

 

 

2)  When clicking on the Edit function above, you will be directed to the page below where you 

can input the total grant budget for NSG or Greenest City NSG as shown on Diagram 14. 

Remember to hit Save after making any changes. 

Diagram 14 

 

 Add the total grant amount to be able 

to track the approved amount and 

remaining budget

dget balance  



       

 

 

CREATING USERS AND SWITCHING ROLES 
There are three types of users: 1) Applicants 2) RAC members 3) Volunteers 

 
Applicants: complete and submit their applications or they can begin to fill out the application, 
save their work and log out at any point to come back and complete it at a later time. They can 
log in multiple times to modify or update their In-Progress application but once the the 
application is completed and submited, they can only view their application.  
 
RAC Members: can review applications and provide comments or ask questions online. 
 
Volunteers: can fill out online applications for applicants who may not have a computer access 
or have literacy or language barriers. 
 
The users page has the following four functions as seen below on Diagram 15: 

a) Create: creates new accounts for RAC members and volunteers using their e-mail addresses. 
 
b) Filter: searchs for applicants, RAC members or volunteers using their first names. 
 
c) Edit: switches the roles of users from applicant to RAC members or volunteers as needed. 
This feature is helpful when RAC members are also applying for grants or are helping other 
applicants as volunteers. 
 
d) Delete: Coordinators can delete RAC members and volunteers accounts at any time. 

 
Diagram 15 

 

 
 
 
 
 
 

a) Create new accounts for RAC 

members and Volunteers  

b) Search for Applicants, RAC members and 

Volunteers by first name  

 c) Edit: switches the roles of users from 

applicants to RAC members or 

volunteers as necessary 

 d) Delete: Coordinators can delete RAC 

member and volunteer accounts at any 

time 



       

 

 

 

 

 
 
Creating a new user account 
When adding a user’s information for the first time (see Diagram 16 below), please create a 
password using combinations of text and number including Capital letters. Once a user is 
added to the system, she/he  will receive an automatic e-mail message to reset their own 
personal password.  

 
Diagram 16 

 
 

 
 

Changing users roles from applicant to RAC to Volunteer:   

The Edit button will direct you  to a page as shown below on Diagram 17. To change the role of 
a user, please choose the preferred one from the list under user groups and click on Save.   

Diagram 17 

 

  



       

 

 

 

RAC MEMBERS PAGE 
Once RAC members log into the system, they will view the list of all In-Progress and Submitted 

applications as below in Diagram 18.  

• They are able to search or filter applications by applicants’ names, types of grants (if 

applicable), grant status (In-Progress or Submitted), project title and budget.  

• RAC members should review only the Submitted applications  and may want to filter 

those before they begin reviewing applications.  

• RAC members can view Submitted applications by clicking on the links under the Project 

Title. The review link highlighted in yellow below will direct them to a page where they can 

write their comments and questions for the Coordinator to see. 

• Note: RAC members only have the ability to review and comment on applications. Once a 

granting decision has been made, the coordinator will need to change the application 

status to approved or declined. 

Note for RAC members: Please make sure to notify RAC members who review applications on 

line to not let the system idle for a long time as it logs them out automatically unless it is 

refershed every 20 minutes. This is to protect the personal information of applicants.  

Diagram 18 

 

 

 

 

 

  

1. Search or Filter:  searching 

applications by applicant’s name, type 

of grants, status, project title, budget 

and date created 

2. Reviewing applications:  You can click 

on the hyperlink above to view grant 

applications.  

3. Filtering Submitted applications:  

RAC members can filter submitted 

applications from the status field before 

they begin reviewing applications.  



       

 

 

 

 

VOLUNTEERS PAGE 
Once volunteers log into the system, they can create and submit applications on behalf of other 

applicants who may not have access to a computer (See Diagram 19). See Paper Applications 

section. 

Diagram 19 

 

 

 

 

 

ADMINISTERING USERS 
Please ensure to remove RAC members and volunteers or staff member’ contacts from the 

system when they are no longer assisting with the program. This will help to maintain the 

security of the application system. On the Users page, you can filter the RAC members or 

volunteers by name and use the delete button as highlighted on Diagram 20 to remove their 

account.   

Diagram 20 

 

  



       

 

 

 

The Report section provides statistical data based on responses from grant applications. This is 

also where the feature to mass print applications is located. There are currently 10 report types 

available as displayed in Diagram 21 below.  

 

a) Summaries: These include the list of In-Progress, Submitted, Approved and Declined 
applications that can be exported to Excel.  The data can be sorted, filtered and printed in Excel.   
 
b) Quantitative data in a table format: the application summary, summary of new and previous 
projects, project summary by NSG targets, project summary by Greenest City NSG targets and 
demographics are summary quantitative data organized in table formats with hyperlinks to the 
relevant list of grant applications.  
 
c) The Print Selected Application tab allows you to choose one or more applications to print.  
 

Diagram 21 

 

 



       

 

 

 

APPLICATION SUMMARIES 
Approved Summary: The names, e-mail addresses and phone numbers of approved applicants 
is on the front page of the reports for easy viewing (Diagram 22). A more detailed report can be 
converted to Excel through the Export function. Similar reports can be generated for In 
Progress, Submitted and Declined summaries. 

 

Diagram 22 

 

 

  



       

 

 

 

 

QUANTITATIVE DATA 
1. Summary of new and previous projects: table view of the data hyperlinked to the relevant 

application is seen below (Diagram 23) which is also based on approved applications. 

 

Diagram 23 

 

 

 
 

 

2. Project Summary by NSG Goals and Objectives: table view of data based on NSG objectives 

based on approved applications as shown on Diagram 24. 

 

Diagram 24 

 

 
 

  



       

 

 

 

 

3. Project Summary by Greenest City Targets: table view of each target (if applicable) 

based on approved applications with hyperlinks (see below at Diagram 25). 

 

Diagram 25 

 

 
 

 

4. Demographics Summary: table view of totals for each optional question based on 

submitted applications along with hyperlinks as shown on Diagram 26.  

 

Diagram 26 

 

 

 

 

  



       

 

 

 

PRINTING 
Printing Selected applications: under the report feature, select Print Selected Applications 

from the drop down menu.  This feature is used to print single or multiple grant applications by 

selecting them from a list as shown below in Diagram 27.  

Diagram 27 
 

 

 

Note: Please change your print settings to single-sided printing before using the “select all” print 

option. Otherwise page breaks will not appear between applications. 

  



       

 

 

Approved and Declined applications should be saved as PDFs and saved offline in your own 

computer files. 

Applications can be saved two ways: 

1. Applications can be saved as PDF if your computer has Adobe Converter (or something 

similar). 
2. If you don’t have a PDF converter, please use Microsoft XPS Document Writer for 

saving applications which is free software and a default in Windows. Mac users can 

download this program from Microsoft.  

On the Review screen of a submitted application, click the Application Review link that appears 

and a new window will appear with the complete application. See Diagram 28 below. 

Diagram 28 

 

Right-click on the application and select ‘Print’ as shown below in Diagram 29. 

 
 
 
 
 



       

 

 

 

 
 

Diagram 29 
 
 

  
 

 

If you have Adobe PDF Converter on your computer: 

• Please change the destination from a printer to Adobe PDF  and print as shown below on 

Diagram 30. 

 



       

 

 

 

 

 

 

Diagram 30 

 

• Input the file name and click Save as Diagram 31. 

 

Diagram 31 

 

 

If you’re using Microsoft  XPS Document 

• Please select Microsoft XPS Document Writer as shown below in Diagram 32 



       

 

 

 

 

Diagram 32 

 

• Input the file name and click Save as Diagram 33. 
 

Diagram 33 
 



       

 

 

 

Coordinators and Volunteers can create applications on behalf of an applicant.  

Note 1: if an applicant has an email address but needs assistance to complete an application, 

please create an account using his/her email address. E-mail addresses of Coordinators and 

Volunteers can be used for individuals who have no e-mail address. Coordinators and 

Volunteers do not have a limit to the amount of applications they can create using their  own e-

mail addresses. Grant applicants can use their e-mail address only once to submit applications. 

Note 2: Inputting paper applications into the online system: Paper applications will have to be 

entered manually into the online system so the data can be captured. When inputting the paper 

application information, you will notice that: 

a) The five questions under Section D: Project Information on page 5 of the online 

application are not included on the paper application so please skip this page.  

b)  The Appendix on the online application has both the program goals and objectives, 

while the paper application only has the goals, please fill out the goals and skip the 

objectives. 

c) Please note that Question #10 on the paper application about how the project 

connects and engages residents is the first question on the Appendix section of the 

online application. 

 

 

 



       

 

 

 

  



       

 

 

The www.neighbourhoodsmallgrants.ca platform features a blog site designed to help project 

leaders promote their events by: 

1. Submitting a description of their upcoming event or project [Event] 

2. Submitting a recap of their event or project [Story] 

Both types of content are shared in the ‘What’s Happening’ section, a blog-type format 

displaying all events, stories and news (updated by Vancouver Foundation staff). By having 

project leaders submit descriptions of their projects directly to the site, we hope to alleviate 

some of your workload in manually inputting these and to encourage participants to take a 

more vested interest in sharing and promoting their project and results. You can promote this 

site at your cheque issuing event as well as in email correspondence. 

Login 

1. Visit http://www.neighbourhoodsmallgrants.ca/user 

2. Input your username and password as provided to you and change the password after 

your first log in 

Approving a Submitted Event/Project 

Once project leaders in your community submit their content to the site, it will be held in a 

queue for your approval to publish live on the website. 

1. Once you are logged in, navigate and click ‘Administer Events’ in the top left corner of 

your browser 

 

 

2. You will see a list of submitted events and stories specific to your community, as below. 

You will see under ‘Published’, whether they are live or not. Please review each and if 

http://www.neighbourhoodsmallgrants.ca/
http://www.neighbourhoodsmallgrants.ca/user


       

 

 

satisfactory, publish live to the site.  To view the post as it would look on the website, 

click the ‘Title’. To edit, click ‘Edit’ in the furthest right column. 

 

Your editing view is as below. You are able to change all fields (e.g. title, community, event date, 

etc.) and view the name and email of the person who submitted the article at the bottom.  

• Please verify that the name and email are indeed associated to a legitimate NSG 

grant recipient.  

• Ensure that all information is accurate and true, and edit for spelling and 

grammar.  

• Once you are satisfied with the post, click ‘Publish’ in the top right corner. If you 

click ‘Save’, it saves any changes you have made but does not publish the post 

to the site. 



       

 

 

 



       

 

 

Adding an Event/Project 

We have also enabled the ability for you to post an event or story if the need arises. 

1. Click ‘Add content’ in the top left 

 

2. Complete the What’s Happening post, filling in all the mandatory fields 

3. When finished, click ‘Save’ 

 

  



       

 

 

4. To post live to the website, click ‘Administer Events’  

 

5. Click ‘edit’ in the furthest right column to amend ‘published’ status  

 

6. Click ‘Publish in the top right to publish live on the website 

 

  



       

 

 

For security purposes and in agreement with Vancouver Foundation’s IT department, there are 

certain functions that can only be completed by a VF Admin user. 

1. Adding a new neighbourhood 

2. Adding a user with NSG Coordinator permissions 

3. Deleting applications from the system* 

4. Moving applications between communities  

*Note: After applications close there may be a remainder of In-Progress applications in the 

system. It is important to save contact information for these applicants, and then contact a VF 

administrator to have the In-Progress applications deleted from the system. 

For questions, feedback or support related to the online application system or the What’s 

Happening blog, please contact Vancouver Foundation’s Neighbourhood Small Grants team. 

Please contact the team if any information in this document is inaccurate or misrepresented.  

Natalie Bolton, Grants Administrator 

Natalie.bolton@vancouverfoundation.ca 

604-638-8734 

 

mailto:Natalie.bolton@vancouverfoundation.ca

