
1 

 

 

 

 

 

____________________________________ 

 

GRANTEE PORTAL  

APPLICANT HELP GUIDE 

____________________________________ 

 

 

 

 

 
DOCUMENT CONTROL 

Version  1.0 

Author Annalee Holliday 

Date 1st April 2026 

Reason for Amendment  

Date of update  

 

 



2 

 

CONTENTS 
 

 

 

1.0 ABOUT THIS GUIDE ........................................................................................... 3 

2.0 LOGGING INTO THE PORTAL .............................................................................. 4 

3.0 COMPLETING AN APPLICATION FORM ............................................................... 6 

3.0 VIEWING APPLICATIONS ................................................................................... 8 

2.0 COMPLETING AN END-OF-GRANT REPORT ........................................................ 9 

 



3 

 

1.0 ABOUT THIS GUIDE 
 

This guide is for anyone applying for a grant through Cumbria Community Foundation’s 

online Grantee Portal. It explains how the portal works and provides step-by-step guidance 

on completing an application or end-of-grant report. 

 

We hope this guide supports you to submit your application confidently. If you need any help, 

please contact us by email or phone: grants@cumbriafoundation.org or telephone the office 

01900 825760 between the hours of 9am-5pm Monday-Friday. 

 

 

mailto:grants@cumbriafoundation.org
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2.0 LOGGING INTO THE PORTAL 
 

1. Please visit:   https://cumbriacommunityfoundation.my.site.com/s/ 
 

2. Click the Log In 
button in the top 
right-hand corner 
of the page to 
access the portal. 
 

 
 

3. You will then see 
the following 
screen  

• If this is your 
first time using 
the portal, click 
Sign Up and 
enter your 
email address. 

• If you have 
used the portal 
before, enter 
your email 
address and 
click log in. 

 
You will then be 
emailed a 
verification code. 
Enter this code on 
the next screen to 
access the portal. 

 

 
 

 
 

4. Once you have 
entered your 
verification code 
(this usually arrives 
within a few 
seconds), you will 
see the portal 
homepage. Click 
Funds to view 
available grant 
programmes. 

 

 

https://cumbriacommunityfoundation.my.site.com/s/
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5. You will see a list 
of funds and 
application forms. 
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3.0 COMPLETING AN APPLICATION FORM 
1. Click on the 

relevant fund or 
programme to start 
your application. 
 
Most funds use one 
of two application 
forms: 
- General Fund – 

Organisation 
- General Fund – 

Individual 
 
Once selected, if 
you are an 
organisation, you 
can either select an 
existing 
organisation or add 
a new organisation.  

 

 

2. If you are adding a 
new organisation, 
please enter the 
name carefully. 
 
Avoid using 
ampersands (&) 
and ensure 
apostrophes are 
used correctly. The 
system checks for 
duplicate 
organisations once 
your application is 
submitted. 
 

 

 
3. If you are an 

individual applicant, 
select who is 
completing the 
form, either 
applicant, referee, 
or parent/carer – if 
the applicant is 
under 18, a 
parent/carer must 
complete the form. 
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4. Start completing the 
application form 
and remember to 
save your work 
before leaving the 
portal by clicking 
the blue ‘Next’ 
button at the bottom 
right of the page. 
 
 

 
5. As you complete 

each section, a 
green tick will 
appear. 
 
A yellow warning 
triangle or red 
symbol means that 
section is 
incomplete. Some 
sections include 
more than one 
page. Click ‘Next’ at 
the bottom of each 
page to save your 
progress and move 
to the next section. 
 

 
 
 
 

 

 

6. If you need to leave 
the portal before 
submitting your 
application, make 
sure you have 
saved your 
progress. You can 
return to your draft 
application at any 
time via the 
Applications 
section. 
 

 



8 

 

3.0 APPLICATIONS 
1. Once you have 

submitted your 
application, you can 
view it at any time 
in the Applications 
section of the 
portal. You can also 
download a PDF 
copy for your 
records. 
 
Your application 
status will update 
as it progresses: 
Draft → Submitted 
→ In Review → 
Decision → 
Awarded / 
Unsuccessful 
  

 

2. If your application is 
successful, it will 
appear in the 
Awards section of 
the portal. 
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2.0 COMPLETING AN END-OF-GRANT REPORT 
1. Your annual 

or end-of-
grant report 
will appear in 
the 
Requirements 
section of the 
portal, along 
with the date 
it is due. 
 

 
 
 

 

 

2. To 
view/complete 
the annual or 
end-of-grant 
report, click 
the blue 
Requirement 
number link.  
 

 
 

 

 

3. Complete the 
annual or 
end-of-grant 
report in the 
same way as 
your 
application, 
by working 
through each 
section and 
clicking ‘Next’ 
to save your 
progress. 

  

4. As you make 
your way 
through the 
form, green 
ticks will 
appear when 
you have 
completed 
each section.  
 
A yellow 
warning 
triangle or red 
symbol 
means that 
section is 
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incomplete. 
Some 
sections 
include more 
than one 
page. Click 
‘Next’ at the 
bottom of 
each page to 
save your 
progress and 
move to the 
next section 
 

 

If you experience any difficulties using the portal, or are unsure how to answer a question, please contact 

the Grants Team. We’re happy to help. 

 
Contact us by email or phone: grants@cumbriafoundation.org or telephone the office 01900 825760 

between the hours of 9am-5pm Monday-Friday. 
 

mailto:grants@cumbriafoundation.org

