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Online Application Guidance Form
This document has been drawn up to assist you in the completion of the online application
form. Please go through it carefully.

1. User Registration
To create login details the following is required:
v' Applicant’s name
v' Surname
v' Email address
v" Complete required sum

First Name:
Surname:

Email: o

Email Again:

What is 12 + 6?

Register

After successful User Registration, you will see you user name and password on the screen.
Please take note of the password. You will also receive an email notification: NAC Notification
This email will contain your username and password.

Useful Hints:

% Your email address will always be your username.
If you have multiple email addresses, you will have to remember which one you used
for registration

% Change your password to one that is easy to remember for easy access to the system
the next time you log in.

% Select Profile and Password at the home page then Change Password

‘ Profile & Password « Update Profile

1 ae aut Change Password

2. Start an Application
To create your application ensure you select the correct Window Description as per the
explanation below:

R/

«» 2019 Arts organisations Support Funding
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Click on the green + for the appropriate application.

MY APPLICATIONS AND WORK ;

click on % to edit or to view. This list contains all your current applications and review work. El
The list of review work includes all submitted in the last Fl days

[7rere are na items 1o display. |

'CREATE A NEW APPLICATION

Y1SAOSF ¥ear 2019 - ADSF ‘¥ear 2019 - Arts Organisation Support Funding Arts Organisation Support Funding 2019 28/06/2019 17-00:00

3. Register your application

To start creating your application, the following is required:
v Project Title
v Organisation/Initiation/Company name
v Organisational Status (drop down select one Foundation/Intermediary/ Established.)

Click register application. All fields marked with a red * are mandatory you will not be able to
proceed if they have not been filled.

Url: NAC/appForm_AOSF_Y 18/projAppRegistration. aspx  Access: FULL User: LesleyK Timeout: 28 min and 53 sec

AOSF APPLICATION REGISTRATION PAGE

Please indicate the status of your organisation in terms of three (3) categories below:

[ o | o |

After successful application registration, you will receive an email notification: with your
project name and project number
Useful Hint:
% Keep your unique project number with you at all times, as this will be your Reference
number when dealing with the National Arts Council.

4. Complete the Online Application Form

After you successfully registered and created an application, you are now ready to start the
online application process. You can save and exit the form and come back to it edit and add
to until the deadline date and time. Don’t re- create a new application each time you log in
to the funding site. You will see the application you have created on the top third of your
home page

The screen shot below shows the zoom icon where you can get back to your application and

edit and add to it. In the example below an applicant has created two applications hence the
two rows.
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MY APPLICATIONS AND WORK

Click on % to edit or to view. This list contains all your current applications and review work
The list of review work includes all submitted in the last |21 days w /

y 4

Year 2019 - Individual Projects NAC  Individual Project Lead Applicant In Process 12/04/2019 Q‘

Useful Hints:
There are 4 SECTIONS to be completed on form. You can jump between the different sections
by selecting the Section button you want to go to at the top of the page:

v Applicant details

v" Organisation details
v Organisation profile

v" Uploads

Url: MAC/appForm_AOSF_Y19projApplDetalls aspx  Access: FULL User: Lesleyk Timeout: 28 min and 54 sec

Section 1: Section 2: Section 3: Section 4:
~  Application Details Organisation Details DOrganisation Profile Uploads I
APPLICATION DETAILS |

13303/01 | Y19ADSF/1045 Test for manual Print read only application form| *

 renus o conomons | unuoe | sumr

| Project Titke* |A

On the top right of each page you will see the following buttons.

Print read only application form

TERMS AND CONDITIONS VALIDATE m

v" Terms and conditions: These need to be read, ticked and accepted before you submit

v’ Validate: This checks the whole form for you and will tell you where data is still missing on
your form

v" Submit: This is the final button you select when your form is complete and when you are
ready to submit

v Save: This saves all the work you have entered into each tab on the form. SAVE OFTEN. If

you are jumping between tabs remember to SAVE FIRST

5. Applicant Details Tab

Fill in the tick boxes or drops boxes as relevant to your organisation. Remember that all fields
marked with a red * are mandatory. Each time you save you will get a message in yellow at the top
of the page indicated that you have successfully saved AND indicating what data is still missing on
your page indicated in orange.
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Your changes have been successfully saved.

Before you can submit your application however the following fields will need to be completed:
B: Type of Organization

€: Preferred methed of Communication

D: How did you hear about the call for Applications?

[#roject Tiie*
“I'Estfu( manual

a7

Which of the following art forms /programmes is rebevant to your fisld?*
[ et D pance ¥ rersture ¥ muisi-iscipline ) music
[ Theatre/ Drama ) visual arts

Programmes *
The artistic programmes 2pplisd for must fulfil two (2) or more of the following arts outcomes; economic value, creative value, social value, therapeutic value and educational value.

I capacity building || sogial conesion ¥ strategic initiztives ¥ innovation, Desizn & Creation || Art forms / Exhibitions, Showcases and Festivals
[ other

B: Type of Qrganisation *

v

€: Preferred method of Communication *

O email O sms

6. Organisation Details Tab

Fill in the relevant information about yourself as the lead applicant in your organisation, the address
and total requested funding amount.

=

19909/01 | Y10A05F/1045 Test for manual Print read only zpplication form|
[oniom: P sumar

Representative Detzils
Title* First Name * Surnzme * 1C Number * Email Address
[ ILP.%Iey IKa'n | ||Lu=_=;leyk|§'arixis.::um =
Tel cell Phons * Fax Nurmber
T
‘Company / Institution Information ar
Organisation/Institution/Company Name: * Est How long has the organisation been in existence?: * =
—_— E
Ogenisation/Company registration number- * | Tax number [if zpplicable): *
Pleaze indicate the status of your isation: * iary phazs ¥ ‘Web Address .
By
Institution Details (]
Phyzicel address: * k Postal address: * i
. . &
| | :
| | x
Postcode: * Post code: * b
Town/city: * | Town/City: * | Fi
Provinge: * v ::
nunicipal district:* [ v .
Locality-* [ v &
th
- o«
Funding Requested at
Total funding requested from MAC (for 3 period of 3 H.I—o [
yearz): *
M

7. Organisation Profile Tab

This third tab requires you to fill in information about your staff, your funding, sponsorship and
other sources of funding. Remember to save before proceeding to the next tab.
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How many staff members does your orgenisation employ: * I

EMPLOYMENT STATUS MANAGEMENT ADMINISTRATOR TECHNICAL CREATIVE
FULL TIME

PART TIME

CONTRACT

TOTAL

‘what is your annual operating budget? * RI

which of the following will the funding impict on? * D women [ vouth [ reaple living with disabilities () urban communigies [ rural communities

‘Who are the main benefidaries of your organisation? etc *

e

wards keft

On the finance sections the amounts will auto calculate each time you save the page.

Total (Auto calculated on save) o

8. Uploads Tab

The fourth and final tab is for document uploads. Please ensure that you have uploaded documents
against each mandatory * category. Each document can be no greater than 10 MB.

Click the choose file button.

If an wpload is mandatory and for some reason it does not apply to you, upload a scen of & signed and dated letter stating that it does not epply, providing & rezson.

Douments tr e uploaded

annual adfited financial statements or financal report prepared by 3 registered accountznt (see relevant criteria per category of company)®

Choose file | Mo file chosen

Certified company or organisstion certificate of registration*

Choose file | Mo file chosen

Certified copies of the identity documents of the inhidual empowsred to sign the contrect and other members of management in the organisation (not alder than three months)*
Choose file | Mo file chozen

Equity profile of the organization including management, staff and board*

Choose file | Mo file chozen

iy

This will open your file explorer on your PC or laptop
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B Disbursements 300ct to datexls Microsoft E:

‘ Downloads
J‘ Musi Grant Management Systems Managerlob descri... Microsoft W
usic = .

Grant Management Systems Manager.docx Microsoft W

=] Pictures WE GMS report on Project funding daiidow2901. docx /01731 15:04 Microsoft W
P il 9

B videos - Type: Microsoft Word Document | — |
: . ﬁ Panel_Index_for_Organisation_P Kuthots Tebogo Legote 3 Microsoft Es
‘e Local Disk (C2) ﬁ Capacity building approved orgi sizei 21,9 KB 9 Microsoft Es
= Common Drive (G:) {5 0802 Bursary application stats.xlg Date modified: 2019/01/258 12:39 |y Microsoft B
= Home Drive (H:) ﬁ friday & to do Isitxlsx Microsoft E:

ﬁ arts platforms not funded 2002.xlsx
ﬁ organisations app form 201 %xlsxxlsx

. Microsoft E:
= Management Drive ()]

== The Dev Drive (N:)

Microsoft E:
v

LB 4 >

File name: v| All Files () v

Double click on the appropriate document or click once and press open. This will show the document
on your upload tab. Once you see it there click the upload button

annual suditelf fnancsl statements or nanoal repor prepared by a registersd accountant (see relevant criteria pehcategory of company)®
Choose filg ] Disburzements 300ct to date.xds

certified company or organisation certificate of registration® [

When you have uploaded a document it will look like this on your screen. The document shows as a
blue hyperlink. The (delete this document) instruction is only to be used if you uploaded a document
in error. You can then delete and re upload the correct document.

Certified #Opy of SA ID of at least 2 gffice bearers of the organisation™ %

® kh.pdf (DELETE this document)

Criginal Valid Tax clearance certificate*

9. Submit your Application

You will be able to SUBMIT your application once:
v" You completed all sections of the application form;
v" Accepted the Terms and Conditions / Participation Rules
v" Uploaded the necessary required documents

The system will not allow you to submit your application if any of the above as well as mandatory
guestions. Each time you run the validation button the system will prompt you as to which question
or uploads are still needed before you can submit.

Validation
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Your application form is incomplete. Please see below for details

T, The screen shot on the left is what

Project Information
» Project start date H H

braec e o you will see when you click the
+ Which of the following project impacts on?

TSty validate button you can see all

* Province/Provinces where the project will be implemented?

he fields th issi

« Text for Briefly describe your project: (What do you want to do in this project? How do you want to do this?) the tields that are missi ng ona
« Text for How will you do this? . .
« Text for What are the objectives of the project?(Why do you want to do this) f h h f I I d

« Text for What other assistance would you require from the NAC other than funding? (Please list) e.g Report Writing orm. W en yo u have Tilled In
« Text for a) You as an artist .
 Text for ) Your Organisation everyt hi ng an d added the
« Text for ¢) The beneficiaries of the project(list them)

« Text for d) The community in which the project will take place . .
+ Text for Briefly describe your project: (What do you want ta do n this project? How do you want to do tis?) uploads. This screen will be blank
& Text for How will you do this?

« Text for What are the abjectives of the project?(Why do you want to do this) . “ e n
+ Taxt for What other assstance would you requie fram the NAC ather than funding? (Please lst) «.g Report Wirting and will say “you can submit” your
« Text for a) You as an artist

« Text for b) Your Organisation
« Text for ¢) The beneficiaries of the project(list them) fO rm
« Text for d) The community in which the project will take place

Direct Beneficiary

« Please complete the direct beneficiary section by clicking to the 'ADD' button
Indirect Beneficiary

« Please complete the indirect beneficiary section by clicking to the *ADD’ button

Project Activity
Project Action Plan

Terms and conditions
You must tick and click the accept button on the Terms and condition.

I confirm that :

All the information provided in the application is true and accurate to the best of my knowledge.
I understand that any misrepresentation of such information is a serious offence that will lead to
disqualification of this application and may result in prosecution.

| accept the above terms and conditions <) m

Once you have submitted your application you will receive an email from the system confirming your
submission. If you do not receive such an email, please check the status of your application on line
If it has been submitted it will say submitted if it has not been submitted it will say in process.

The list of review work includes all submitted in the last lll days W

| Year 2019 - Individual Projects NAC  Individual Project Lead Applicant Submitted 12/04/2019 ‘v\
| Year 2019 Individual Bursary 1, . NAC  Individual Bursary 2019 Lead Applicant Under review 25/01/2019 ‘5'\
! Year 2017 Individual Bursary ) NAC  Individual Bursary Lead Applicant Under review 06/10/2017 ‘v\
'

|v1soRGDROJD Year 2019 - Organisation Projects : NAC  Oganisation Project Lead Applicant

12/04/2019 [E]

In Process
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10. Queries

If you have questions for NAC during the application stage, please post them on the discussion board
on the right of your application screen. Someone from NAC will respond to you question. Please
remember to save you work often.

Disfussion Board

Use this to post guestions. The NAC
staff will respond to your query during
working hours Monday to Friday.

Ll |

250 Characters left

& NACresponse m
required
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