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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

2.0 LOGGING INTO THE PORTAL

1.

Please visit:

2. Click the Log In

button in the top
right-hand corner
of the page to
access the portal.

You will then see

the following

screen

e |f this is your
first time using
the portal, click
Sign Up and
enter your
email address.

e |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.

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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ibetted through the portal i ine with ou

Enter your email address

_> Sign Up

Cumbria Community Foundation employee? Log In
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Verify Your Identity

To verify your new account, enter the verification code

we sent to annalee+ 15@cumbriafoundation.org.

Verification Code

[ |
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‘ Cancel

Resend Code
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https://cumbriacommunityfoundation.my.site.com/s/

5. You will see a list
of funds and
application forms.

Funds For Organisations

Fund Name
CiFR Community Flood Resilience Fund
General Fund - Organisation

View All

Funds For Individuals

Fund Name
SWEF Enterprise Fund - Business Grants

SWEF Enterprise Fund - Start Up Grants

View All

“ “

Open DatefTime Close Date/Time
11/03/2026, 12:00 3111212050, 12:00
2710272026, 12:00 3111212050, 12:00
Open DatelTime Close Date/Time
20/02/2026, 00:15 3111212050, 00:00
/0372026, 12:00 3111202050, 12:00

Critesia

Grants to organisations across Cumbria upporting communities ...

Thank you for starting an appiication This form is your opportunit

Criteria

Grants of up to £2.000 to individuals aged 13-30 in Gumbria who

Grants of up to £500 to individuals aged 18-30 in Cumbria who ar.

[-]



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.

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.

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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General Fund - Organisation

‘Thank you for starting an application
This form is your opportunity o tell us about your funding request and how the funding would
help.
+ Each tab on the left-hand side is a section that needs to be completed. You can move between
sections and complete them in any order
je more than one page. Use ‘Save and Continue' at the bottom right of the page

- Some sections includ

eted a page, click ‘Next 10 save your work and move on to the next section

time and retur o your application later by signy o the portal

. After submission, you can view your appication and download a PDF copy from the ‘Appcations'
tab in the portal. If you need to make any changes, please contact the Grants Team, who can retum
your application to Draft’ status.

- Once your appiication has been reviewed by a member of the Grants Team, we will email you to
confirm the next steps

+ Your apphca

ves through th

If you need help at any briafou or contact a member of the

Grants Team on 01900

oo

Start your Application

Before you can stat your applicaion we need 1o know which organisaton you apply fo his grantwith

Wie have found 7 organisationslnked to your profle

Please selec he applying orgariation fom the st below, hen press Stast Applcation

1 adding 8 new organisaon. please ensurs that the name ofyour organisaion s spelld correcly We use the exact

spaling to match and kocate existing accounts on our system. When entaring your detall, please use sentence case
(in othar words, avoid typing in all lower case or al capital leters)

‘Stan Application

Start your Application

We have found 6 organisations linked to your profile.

(in other words, avoid typing in all lower case or all capital letters).

*Select Applying Organisation
() Holliday's Hotel

(©) Bob's Burger Bar

O Maryport Youth Club

(O Holliday Test account

() Maryport Marras

O Test XYZ

Add New Organisation

~ Add New Organisation

press Start Application

*QOrganisation Name

Before you can start your application we need to know which organisation you apply for this grant with

Please select the applying organisation from the list below, then press Start Application

If adding a new organisation, please ensure that the name of your organisation is spelled correctly. We use the exact
spelling to match and locate existing accounts on our system. When entering your details, please use sentence case

You have selected to add a New Organisation, please populate the below information to allow us to check if the
organisation already existing within our system. Once you have populated this information you will be able to

Start Application

Start your Application

* Gelect Person Completing the Form
() Applicant
Referee

() Parent

Before you can start your application we need to know who is applying for this grant.

Please enter who iz completing this form and select Start Application.




4. Start completing the &8 CUMBRIA " . —
application form A

and remember to
save your work
before leaving the
portal by clicking
the blue ‘Next’
button at the bottom
right of the page.

out progress!

5. As you complete

each section, a

K X | nt I.Dduc.tion 0 Please review your application before you submit it
g ree n tl Ck WI I I Some required felds are incom l2 or conlain invalid marmation. Please review your applicalion and complele the followng fields balore submilling.
L You must complets the foliowing fieids
appear. Organisation and
Contact
A ye||0W Wamlng Staff and Voluntzers

triangle or red
symbol means that

Staft and Voluntears

Project Summary

+ Queslionis) aflected

many in committee
section is Project Detail - o i) focted
incomplete. Some o ) plseecemtte e summary of it e i+ o
Submission @ Please complete the end date
. . Partnershi @ Please describe your project or activity and what the funding will pay for
sections include P
more than one Location

page. Click ‘Next’ at
the bottom of each

page to save your Budget
progress and move
to the next section.

Impact and Outcomes

Bank Details

Supporting Documents

Declaration

Submission

6. If you need to leave &2 CUMBRIA [ . — [RE— o
the portal before S COMMUNITY FOUNDATION

submitting your
application, make
sure you have —
saved your
progress. You can

return to your draft

application at any

time via the

Applications

section.

Applications

My Applications

Application Summary Requestod Amount




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

If your application is
successful, it will
appear in the
Awards section of
the portal.

ECLUMERIA

My Awards

Submitted

Submitted

Draft

Draft



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.

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

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.

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

==CUMBRIA [ [
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My Requirements

Application Ho Requirement Requir Mame Due
Bob's Burger Bar - 00011 REQ.007074 End of Grant Repert 011202026
View Al

My Requirements

Application No Requirement Requirsment Name Dus Date

Bob's Burger Bar - 00011 REG.007074 End of Grant Report 01/12/2026

= MBRI
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THIS REPORT IS NOT EDITABLE
Dear Annalee

To help us understand the impact of our funding, we ask all grant beneficiaries to complete an end-of-grant report {or an end-of-year report for muiti-year awards)
which explains how the grant has been spent and the difference it has made

Monitoring and evaluating your funded activity are important not only for us, our donors and supporters, but also for you and your organisation. It can support your
planning, highlight your achievements, and strengthen future funding applications

We value the nformation you
of our grants and encouragy

re with us, so please take the ime to provide ciear and thoughtful responses. Your feedback helps us demonstrate the positive impact
continued support to keep meaningful communilty activity thriving

Thank you for your time in completing the report
Your grant details:

. Application reference number- Bob's Bur
je: Funding Summary: Lor

aratir - Applicat amet
. Application Summary: Funding Summary. Lotem ipsum dolor sit amet
. Awarded Amount 0

« Programme: General Fund - O

Your requirement details:

+ Funding Requirement: End of Grant Report

» Funding Requirement Desciption: Ths report will contain your final update for the project. Please step through the tabs and provide as much information as possible
on the success of your project and final spends

+ Funding Requirement Due Date: 1 Dacember 2026

Please remember to click Next to save your progress!

Introduction (]

Organisation and

Contact °

THIS REPORT IS NOT EDITABLE

Describe the range of activities/senvices you have been able to provide as a result of the grant

Spending Summary

Activity and
Achievement

Outcomes

Impact

Story and Media

Word Count: 0 / 1000

Has the project achieved what it set out to achieve? Please explain how things went. Do not worry about reporting problems as we know that difficulties can oceur.

Word Count: 0 / 250
How many people benefitted from the project that was funded?

How many volunteers have been involved in your project?

As a result of this funding, how many volunteers were new to your organisation?

Feedback

Supporting Documents

Declaration

Submission




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.
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