ONLINE APPLICATION INSTRUCTIONS 

The online application is for Continuing Programs only. We suggest you print these instructions so you can refer to them while you fill out the application. 
STARTING AN ONLINE APPLICATION
When you first start a new application, whether you have used the online application process before or you are using it for the first time, follow the steps below: 
1. Go to the Law Foundation website at www.lawfoundationbc.org
2. Click “Continuing Programs”, from the menu bar at the top of the Home Page.

3. Click on “click here for more information” at the bottom of the Continuing Programs page. 
4. Download the Continuing Program Application (under Application Forms) and Outcome Measurement Framework template (under Online Applications).  
5. Save them on your system in Word. Once you have completed them, you can later upload them onto the online application.  (Immediately upon receipt we will convert these to a PDF file).

6. Scroll down to access the online application and select the first “click here” button under “Online Applications”. 
New Online Applicants and New Online Applications  
You will need to set up an account.  Be sure to click the first “click here” button under “Online Applications” to set up your own account with your own password. 
· Select “New Applicant?” and fill in the required information, click” Continue”  

· A new page will open that provides helpful information you will need to prepare your application. Once you have read it, click “Next”, which brings you to the application.

· If you want to save your work and come back to it later, click “Save & Finish Later”.
If you have previously applied online, and are submitting a new application for this grant year, select the first “click here “on the Law Foundation website. 

Enter your email address and password, click “login” which will take you to the first page of the application. If you have forgotten your password click “Forgot Password?” and your password will be emailed to you.  
 There are four section headings on the top of each page on the online application: 
1. Organization Information

2. Contact Information 

3. Program Information

4. Review My Application  

Once you have completed each page, click “Next” to go to the next section of the application.
Organization Information – Enter directly into the online application the information requested.  Information that is mandatory or a required field will be noted with a red asterisk. 

Supporting documents, such as your organization’s Constitution, Bylaws and Audited Financial Statements can be uploaded using the browser provided.  If you have these documents available in an electronic version, please submit them by uploading them to the online application.
The last document to be uploaded is the Board Authorization and Checklist Page which must be signed by your Board Chair or President. A template for this document can be found on the Law Foundation Continuing Programs website page or directly at the following link:

http://www.lawfoundationbc.org/wp-content/uploads/Board-Authorization-Checklist-Page-2010.doc
Once the Board Authorization Checklist Page is signed, please have it scanned and saved in your system to upload into the application. 
If you are unable to scan the Board Authorization page, or if you do not have the supporting documents in an electronic version to attach to the online application you may mail or courier them to the Law Foundation of BC at #1340 – 605 Robson Street, Vancouver BC V6B 5J3.  
Contact Information – Enter directly into the online application the information requested. As with the previous section, information that is mandatory is noted by a red asterisk. At the bottom of this page you will be asked to provide a list of your organization’s Board of Directors that can be uploaded in the browser provided. 
Program Information – This is where you upload your completed Continuing Program application form and Outcomes Measurement Framework that you got from the Foundation’s website.  In this section you will also upload your organization’s current operating budget and the budget for the Law Foundation funded program for the grant year you are applying for, in the browsers provided.
Returning to Saved Unfinished Applications or View Your Account 
If you are returning to complete an application in progress, select the second “click here” on the Online Application page in the Foundation’s website. Enter your email and password to access your saved application.  

SUBMITTING THE ONLINE APPLICATION

When you reach the end of the online application at the bottom of the Program Information tab, select Review and Submit. Any required fields that have not been entered, or corrections the system notes, will be listed at the top of the Review Application tab. You can scroll back to make changes before submitting. Once you have completed the required information and click “submit”, you will receive an email with a tracking number. Please make note of it.

TECHNICAL SUPPORT

The online application itself includes instructions that we hope are helpful. If you have further questions about the online application, please contact your Program Director. 
FEEDBACK
We welcome your feedback on the online application process.  Please email or call your Program Director with your comments, particularly if you encounter difficulties with the form or have suggestions for its improvement.
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