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ASSISTING THE COMMUNITY

Accessing the Grant Site

1. To start an Application
% To enter the site, enter oxfordsportstrust-nz.baanalyser.com/start/ in the address bar (top

of page) of your web browser. We will be using ‘Chrome’ for this guide.

Site example:
Mt} — O '
New Tab X
(¢ oxfordsportstrust-nz.baanalyser.com/start - Il ©
it Apps ﬂl—
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SPORTS TRUST,

ASSISTING THE COMMUNITY

Let’s Get Started

1. Read through the details and once you are ready to begin, click on the big button located below

“Let’s get Started”. In this example, the button is named “Oxford Sports Trust”)

2. This page is for providing details of the ‘Location’; ‘Start’ and ‘End’ dates of the activity/project

and ‘Category’ for Grant.

3. Once complete, click on “Get Started” at the bottom.
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ASSISTING THE COMMUNITY

Start Your Application

1. Before running through the Application Steps first, fill in your applicant details (you) so we can
identify who is filling in the application. These consist of your contact details etc.

2. Once completed, click the Terms and Conditions checkbox on the bottom. If you would like to
view more details on it, you can do so by clicking on “Terms and Conditions” and “Privacy
Policy” links.

3. Click “Save and Next Page” to proceed with the rest of the Application.

Oxford

Home FAQs Swopport  Login

Progress Start your application

Please note that if you are an individual you may not apply to Oxford Sports Trust

5|Page
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Get Started Email

After you have clicked “Save and Next Page” from the ‘Start your application’ page, you will receive
an email (sent to the email address you have entered) with a link provided.

The link provides you access to your application.

Thank you for registering your interest in completing an application proposal with Oedford Sports Trust. Note. Click 0 n

this link to return

This is an automated response, so for your future reference please note your User Applicant Link below.

User Applicant Link: to your grants

application form.

If at any stage you wish to log ocut of your grants proposal before you have completed it, please press the save function button at the bottomn of the page you are working on, then log out.
To log back in, use your User Applicant Link sbove.

If you have any issues or gueries logging in or using the application, please refer to the FAQ section housed st the top of the applicstion. If your query is not answered within the FAQ document,
then please click on the "Support” button located at the top of the application and complete the email support request form.

‘We will endesvour to respond the same day if your request is filed before 12 noon or the following day if your request is filed after 12 noon.

Kind Regards
Grants Administration Team

Oxford Sports Trust
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ASSISTING THE COMMUNITY

Step 1 — Organisation Details

1.
a.

Fill in Applicant Organisation details, these consist of:
Name of Applicant Organisation; Contact Details

b. Physical & Postal Address

c. Relationship with Oxford Sports Trust and a question as to whether your organisation is
Operating Gaming Machines

2. Click “Save and Next Page” to proceed to the next step.

Oxford

Heme FAQs Support Login

Progress

=~
10%

Step
2. Applicant Organisation Details Pt 2
3. Age Groups and Regions
4. Communications
3. Deocument Upload
6. Other Funding
T

. Applicant Details

Note: If the Postal N
address is different N

to the Street address, \

uncheck the box and
fill in the details.

Step 1 - Applicant Organisation Details

Name of Applicant Auckland Resthome Support
Organisation:
Applicant phone: 1234587

Imporant Nota: [ ihe 3o0rass pou anfer balow 008s IROT CoNiTain 3 subwh. pagse ancar the oify name in the

i
l‘:
u
|E'

field inskead

Street address

Strest Line 1 25 Ponsonby Road
Street Line 2:

Suburb: Grey Lynn
City/Town: Auckland
Region/Prov./State: Auckland

PostiZip Code: 1011

Country: Mew Zealand ¥

JPostal address

Postal address same as street address?

\ Street Line T 0 Queen Strest

Strest Line 2:

Suburb: Auckland

C ity Tomwn: Auckland

R egion/Prov./State: Auvckland

PostiZip Code: 1010

ICountry: Mew Zealand ¥

Note: If the
Applicant has any
significant interest
with Oxford Sports
Trust, click “Yes” and
fill in the details.

Plagse check the above and ansure that If It Is atffarant that the aeialls sirash 3o0ress ahove. ansure the correct Informiation /s E"IPE"‘.'-!

Relationship with Oxford Sports Trust

To the best of your knowledge do you and/or your Organisation have a

relationship with Oxford Sports Trust?

Please select the type of relationship:

rustes v

Please enter the name or crganisation of the pany selected.:

Sam Wise

Gaming Machines: Doss your organisation operate g

You must select

Aming

® Yes No
7
”
-
machines
Yes ® No
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ASSISTING THE COMMUNITY

Step 2 — Organisation Details 2 (Pt. 1)

1. Hereis where you are required to provide details about your Organisation in making an

application.

2. Please make sure if a question you selected has an extra drop-down field, fill in that field as well.

% E.g. Selecting ‘Yes’ for being a ‘Registered Charity’; extra field drops down to fill in the

registration number; etc.

3. Once all the necessary fields have been completed, click “Save and Next Page” at the bottom of
the page to proceed to the next step.

Oxford

Home FAQs Suppor

Progress

24%

Step

Login

1. Applicant Organisation Details ~ w#

2. Applicant Organisation Details Pt 2

3. Age Groups and Regions
4. Communications

5. Decument Upload

6. Other Funding

7. Applicant Details

Step 2 - Applicant Organisation Details Pt 2
Is your Organisation a school? Yes @ Mo

Please provide a brief description of the Organisation and the work it does.

Organisatien works in the field of assisting the community...

e

Please enter the details of at least two key people in your Organisation
Full Nama Foaltion Emall

Iz your erganisaticn affiiated to a regional or national association?
Yes
# Mo

Registered Charity: If you are a registered charity, please enter your charity number in the space provided below. The
system will automatically check your number and the name of the Onganisation that the registered number belongs to. If
your organisation name is different from the Applicant Organisation name in Step 1, then you will need to amend the name
you are applying for this grant in order to enable you to apply. If the system does not allow you to preceed from this page,
then you will need to proceed as a non-registered charity.

|z the organisation a registered charity?

® Yes
MNo

Please enter the Charities registration number.
1645048

G ST: Oxford Sports Trust does net fund the GST portien of geods and services for any Organisation that is GST registered,
all applied for funds must be net of GST (no GST wil be paid).

If you are not GST registered, and if you are successful, then Oxford Sports Trust will pay the full GST inclusive amount of
your compliant and approved application value.

Oxford Sports Trust requires you to know if your organisation is GST registered. Please be aware that Grants are GST
exclusive for GST registered crganisations.

Is the organisation GST registered? Note: Extra f|e|d appea rs
* Yes o
No ’ for some questlons,
/
Please enter the GST number. /7 make A these alis
CC15480 4 filled in as well.

Incorporated Society: If your organisation is a registered incorporated society please enter your registered society number
in the box below.

Registered Mumber.
234567 o

Expected total number of people to benefit from, or be impacted if this grant is successful (approximate).
20

Page Continued...
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SPORTS TRUST

ASSISTING THE COMMUNITY

Step 2 — Organisation Details 2 (Pt. 2)

Which of the following below best describes the crganisaticnal structure:

& A national crganization with a single boand

' Matienal office and a central membership database

2 A federated organisation with a national coordinating office with separate region or state
associations govemed by independent boards

2 A regional or state community based organisation

® & local organisation
2 School
& Other

If you selected "Other, please provide a brief description below:

A
[l

How many people are employed and/or volunteer at the organisation?

Emiploved: 20

Volunteers: 50

What is the total number of members and/or students for your crganisation?

Members/Students: 25

If your Organisation was founded in the last 2 years, please complete the question below:

What date was your organisation founded?
1 Apr 2017

Fiease ensure you provide the below defail Yow may upload additional mafenal fo support your application af the end of Sfep 7

Please provide the details of what you are applying for.

We are applying for funding to support our community
programimes for youth assisting the eldery in rest home

/
allowing them them to be able to spend more time partaking in /

activities and exercises with the volunteers.

We are seeking for :

Projector and screen equipment
Additicnal tables and chairs
Sound and stage equipment

Note: You can click on “Save

Note: You can click on the
/ bottom right of the text area
I | and dragto enlarge to view
1 L
/ more content as you type it in.
/
I/
A
£3250
Save and Mext Page [ — = = — T 7 3

-4 Save and Previous Pags

and Previous Page” any time
to save the details you have
completed and go back to
the last page you were on.
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ASSISTING THE COMMUNITY

Step 3 — Age Groups and Regions

1. Select which ‘Age Groups’ will be affected by the application request.

2. And the ‘area/region’ it would apply to by entering the address.

3. Once all the necessary fields have been completed, click “Save and Next Page” at the bottom of
the page to proceed to the next step.

Oxford

Home FAQs Suppod Login

Progress

37%

Step
1. Applicant Organisation Details ~ «*
2. Applicant Organisation Details Pt 2e®
4. Communications
5. Document Upload
6. Other Funding
7. Applicant Details

Step 3 - Age Groups and Regions

Which Age Group will this applicaticn be affecting?
Select all

# “outh
Adult

# Eldery

What area/region would the grant be applied to?

Whangarei, Morthland, Mew Zealand

|

- Save and Previous Page

N
S

Save and Next Page L |

10| Page




.
Starting an Application — Step by Step OXLOI'd

ASSISTING THE COMMUNITY

Step 4 — Communications

1. This step confirms that Oxford Sports Trust does not require signage and brand
acknowledgement.
2. Click “Save and Next Page” at the bottom of the page to proceed to the next step.

Oxford

Home FAQs Support Login

Progress Step 4 - Communications

Oxford Sperts Trust Inc does not require any branding or promoticn as part of making a grant to any applicant. The Tust
does not offer the use of it loge and name, as part of any promotion, by any Applicant, and as such, we do not offer
access to our name brand or lego.

460,'{ We do however, require the right to use your name in the promotion of the Trust operations, including publizhing our grant
0 round results on our website, in the application of the grant software showing who some of our Applicants are, orin own
reports that we may be required to preduce. This may include images that we would seek from you.

In undertaking this application, you are agreeing to the above.

- Save and Previous Pagel Save and Mext Page » I N

Step S N
1. Applicant Organisation Details ~ «* S
2. Applicant Organisation Details Pt v* 2
3. Age Groups and Regions v

5. Document Upload
6. Other Funding
7. Applicant Details

11| Page
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ASSISTING THE COMMUNITY

Step 5 — Documents Upload (Pt. 1)

1.

This is where you are required to upload all documentation (e.g. Certificate of Incorporation;
Accounts; etc.) that is necessary for the application. To upload select “Choose File”.

You may upload as many files deemed necessary; make sure you name the files as described.

A full list of all Uploads required is contained in the FAQ’s

Once you have finished uploading, click “Save and Next Page” at the bottom of the page to

proceed to the next step.

Oxford

Home FAQs Support Login

Progress

2

89%

1. Applicant Organis

2. Applicant
3. Age Grou '
4. Communications v

6. Other Funding

7. Applicant Details

Step 5 - Document Upload

tation, without

t uploads

As part of completing this application for funding, you are
these being uploaded, your application will not be <

to provide all your supporting d
f you have any furt

Certificate of Incorporation: Please upload a copy of your certificate of incorporation. Please name the upload file
Certificate of Incorporation
Certificate of Incorporation

Documents

Certificate of Incorp.docx Remove

Choose file...

Minutes of the committee/executive meeting
minutes must be certified as COmes

Minutes of the com

Documents

ook Remove

Resolution of the committeefexecutive meeting: Being t ion from the comm 5
approving the application for funds, a o amount of authorised purpose for t ant being
sowght. This must in 3 maont name the upload Resolution

Resolution of the comm

Resolution.docx Remove

Chogse file...

Documents
—— e —

embers.docx Remove I

Committes M

Cheose file....

Note: Name
the uploads
as described.

it refers to your last full financial year. Flease name

Set of Accounts: This is the most recent (latest) set of accou
the upload Accounts {only if Application is for capital expendit

Set of Accounts

Documents

Aecounts docx Remove

Choose file...

pload a copy of the comect

ame name a5 the Applicant.

Orpanisation’s Bank Account Bank Deposit Slip: Pla;
Organisation’s bank account. The depasit slip must be
Deposit Slip

Deposit Slip

uple:

Documents
Deposit Slip.docx Remove

Cheose file....

Page Continued...

12|
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SPORTS TRUST,

ASSISTING THE COMMUNITY

Step 5 — Documents Upload (Pt. 2)

Letter/Proof of Affiliation: If your organisation is a sports club or belongs to a national body, please provide proof of
your national affiliation. If you are not an anganis ation belonging to a national body, this is not needed for your application.
Please name the upload Affiliation Letter

Letter of Affiliation

Documents

Affiliation Letterdocx Remove

Choose file...

A signed endorsement letter from the Principal on School letterhead: Only provide if you are from a school.
Please name the upload Principal’s Letter
Endorsement Letter from the Principal

Documents

Principals Letter.docx Remove

Choose file...

Proof of Itinerary Event Dates: If your application involves costs for team travel and event costs, please upload proof of
the itinerary, dates and locations of the event{s). Please name the upload Itinerary Dates. A list of persons going and
invohrement (competitor’coach ete)

Proof of itinerary Event Dates

Documents

Intinerary Dates.docx Remove

Choose file...

Wehicle Letter of Commitment: If your application includes applying for funding for a vehicle, then a letter confirming the
non-private use of the vehicle is required. Please name the upload Letter of Commitment

Letter of Commitment

Documents

Letter of Commitment.docx Remove

Choose file...

Job Description(s): If you are applying for funding for salaries, please upload the job description for each of the salary
reguest. Please name the upload Job Description 1,2,3 etc.,

Job Descriptions

Documents

Job Description 1.docx Remove

Choose file...

In aotition fothe ahove uplaads, pou Wil &lso be 3sked in Siep 7 (fnal 0| 50 upload quIss for the Bms of expenaiure hal you ane sesking 3 grant for
and o unkoad coples of BB STpoyTen! contracts B any Salary o wages appiled

4 Save and Previous Page I Save and Next Page »

3

Click to proceed after files
have been uploaded.
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ASSISTING THE COMMUNITY

Step 6 — Other Fu

nding

1. Funding details for Applicant Organisation to be completed here. Fill in details of the funds you

are requesting.

2. Once all the necessary fields have been completed, click “Save and Next Page” at the bottom of
the page to proceed to the next step.

Oxford

Home FAQs Support Login

Progress

5%

Step
1. Applicant Organisation Details ~ «#

2. Applicant Organisation Details Pt 2w
3. Age Groups and Regions v
4. Communications v
5. Document Upload v

. Other Funding

7. Applicant Details

1
Fill in funding
details.

Step 6 - Other Funding

|5 the Cxford Sports Trust the only funding agency you have applied to for the Yes ® Mo
same pumose?

Please provide details of cument funders your erganisation has applied to for the same purpose:

Applied for funding for activity items with Red Charnty Trust as
well.

4
TS0
Please provide details of past funders:

Received 1000 from Red Chanty Trust in October 2016 for
new rest home equipment

A
4500

I Funding and Finance

If there has been nothing more raised, please enter 00.00 in the value box below:
1 How much maeney has the Organisation raised for this project outside of this application? (NZD S)
1 51,000.00

1 If no further funds need to be raised, please enter 00.00 in the value box below:
! How much mere funding does the Onganisation need to raise to complete the project, ocutside of this application? (NZD S):
38 000.00

I If there are no balance of funds required, please enter Not Applicable in the text box below:

..I How does the Organisation intend to raise the balance of the funds needed?

1 We wil raise the rest of the funds through fundraising from the
| community with velunteers with donation collecting buckets. ..

|

I 4

| If the Organisation already has funds available, why are they not being used for this project/activity?
| | We cumently do not have all the necessary funds to undertake

] | our project/activity...

|

UG

-

A

-« Save and Previcus Page | Save and Next Page —= = e 9
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ASSISTING THE COMMUNITY

Step 7 — Funding Commitment (Pt. 1)

Final step requires details of the ‘funding commitment’ for the grant application.

Make sure:

1. Bank Account details are correct, with the right account number typed in. (Type in twice to
ensure that they are matching and ensure they are the same name and number as on your
Deposit Slip)

2. Correct quotes and documentation are uploaded and named as described (‘Preferred
Quote’; ‘Competitive Quote’; etc.)

3. Fillin the grids with ‘supplier’ details; list each item and the cost of them; select the
appropriate documentation to support each cost/item. (Make sure the ‘Requested Amount’
columns equal to the amount of funding being requested.)

4. Go through the fine print; once everything has been completed, check the box to agree with
the compliance statement; include two people with ID uploads who are officers of the
organisation applying.

5. Enter your name and click “Submit Application” at the bottom to submit the application.

Oxford

Home FAQs Suppod Login

Progress I “Step 7 - Applicant Details
’ : Please enfer the name of your bank (a5 shown on your bank deposit slip) and branch. E.g Wesipac Bank - Hamilfon
I Please enter your bank branch name:
AMZ - Grey Lynn
P A
1 89% !
- ~1 Please enter your bank account name:
” I A
. Auckland Rest Home
Bank Acct. I
. -~ Please enter your crganisation’s bank account (comesponding to the deposit slip upleaded in step 5)
Bank account details: = v 1
Step |
: — . I Confimn details: - - R " 1
1. Applicant Organisation Details ~ w# I
' - m——— |
2. Applicant Organisation Details Pt Jo# :
e . | Project Cost 1
3. Age Groups and Regiocns v i i . i o o 1
o | What is the total cost of the projectiactivity? Mot just the amount you are seeking in this application, but the full amount
4. Communications v I of your project or activity (excluding G5T) |
5. Document Upload v l Please Nove: This amounf musf be equal fo or greafer than the amounf being requested |
6. Other Funding ¥ | ‘Whatis the total cost of the project? (NZD 5§ !
7. Applicant Details 1 |510,000.00 !
I |
I |
I Requested amount I
Will the items you are requesting funding for remain in the applicant Organisatien's ownership? If not, and are such items as 1
I travel, accommeodation, hire services, etc., please select the Mon - Applicable button
1
! ® Yes q 9
1 o Note: Ensure ‘both’ bank
|
I Mon-Applicable account numbers match so that
1 Event dafe must be no less than 45 days affer the Applicafion is received funds granted WI” gO to the
1 What date is funding required by? right account.
I\ 17 Aug 2017

LY

Page Continued...
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Starting an Application — Step by Step

Oxford

SPORTS TRUST

ASSISTING THE COMMUNITY

Step 7 — Funding Commitment (Pt. 2)

Two quotes are required for each item that you are requesting funding for, 1. being your prefemed quote and 2. a
competitive quote. Please note that you must provide a competitive quote with your application. The only exception for this
iz when there is no competitive quote available, for example there is enly cne supplierin New Zealand. You must upload a

letter explaining the reason for only providing cne quote in the competitive quote document upload.

All quotes must be less than 3 months old, be addressed to the applicant and contain full supplier details (name,
address, telephone, GST status, on that organisatien’s lefterhead, etc) and must show the GST amount.

In the space below. please upload the preferred and competitve guotes for the items you are requestng and for each employment

CONract you are requesting funding for.

y Prefemed Quote(s) & Competitive Quote(s)
/7
7/
, / Competitive Quote docx Remove
// Prefemed Quote.docx Remove
/7
/7 Choose file...
/
/

Note: Please

ensure the Employment Contract/Confractors 1,2,3, etc.,
dOCU ments you FPlease Note: Empioyment Contractz/Contractors uploaded must be fesz than 3 monthe olg.

upload MUST be
LESS than 3
months old.

Note: Ensure
total amount
of funding
required
totals the
‘Requested
Amount’
from the
grids above.

\

Employment Contract/Contractors

Choose file...

Documents

—Employment Contract(s) and/or Contracts for Services: If you are applying for funding, for salaries or contracted
services, include a copy of the signed contract and any variations to the contracts. If you have more than one employment
contract/contractor agreement that you are applying for, please upload all the contracts. Please name the upload

Wil the funds requested in this application be used for (please select one or both):

¥ Project/Activity Costs
#| Salary/¥Vages

2

Note: Correct
files/documents
uploaded with
the appropriate
names for each
file.

You can upload as
many as required.

| Bab Tester, Admin

=¥ Total Requested: 1,000.00

Please enter quotes for the items required: N 3
Ita Preferred | Prafemred Quots [+ tittve Supplia Compatitive [Compatitive Guots Requested
| " Quote () Flis s Qunpb: [£1] o Flis AIT‘ENI nt {$) 3
| Tables and Chairs 500000 | Praferred Quate d | Targed & 450000 | Compeffve Oualk 400000 A“ 1items
Sound Equipmaent 200000 | Prafermed Cuoled | JBC 1000.00 | Compaifve Cuale 2000040 . .
| . . - = listed with
| Projecior and Screan 200000 | Prefered Quate d | Noal Laem C 100000 | Campeifve Cualk 200000
| amount
values and
Quote files
¢ 3 selected.
™ Total Requested: $8,000.00 -
Salanes required with quotes: e ==
| Employea Nama and Poattion | Salary Timaframe | Salary Amount {$] Salary Flla Requastad Amount |§)
1 mant 1000.00 | Emplayment Cant 100000

Please enter the total amount of funding that this application is for to confirm the values you have entered in the above

grids. (NZD 5}

\

9,000.00|

Any funds granted must be spent and accountzhility returned to Oxford Sports Trust Inc Head Office within 2 months.

Page Continued...
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Starting an Application — Step by Step

Oxford

SPORTS TRUST

ASSISTING THE COMMUNITY

Step 7 — Funding Commitment (Pt. 3)

“You may if you wish include a brief summary that provides more on your organisation but please keep this in summary form
or a page or two. Any additional information in a concise form may assist the Grants Committee in their deliberations.

Other relevant information that would be helpful to knew in assessing the propesal?

Our velunteers have a long relationship with the rest home and =
we also assist with cther events to premote the awareness of

looking after ether elderdy within our local community... FI“ n detalls Other

< relevant information
Attach any supporting documents here that may be useful.

Choose file...

Any attachments must be in Word, PDF, PowerPeint or an image file to a maximum file size of 150MB
Please check this application before submitting.
Declaration

Proof of ldentity: 2 people authorised to make this application must provide a scan of ether a driver's licence or a passport
{picture and signature page or side of each). Please name the upload 1D Full Name of Parson

Proof of Identity

Documents

ID Name of Person.docx Remove

Choose file...

To compiete the declaration and conzente below, please fype in the names of two people who have provided the uploaded identification (dnver's
licence or pazsport). Pleaze enzure theze are the phofodzignature zide of or your licence or, for a pazzport, the phofodzignature page.

Name 1: [ T = - — o
Bill Gates 2l
4

Position of Person 1:

Member wd Ensure the Names, positions and IDs of the
Name 2: people have been filled in with the correct

Steve Jobs 71 files (with the photo side showing) uploaded
Position of Person 2: for both.

Director w1
Consent to Audit

Oford Sports Trust records will be inspected and audited by the Department of Intemal Affairs. Oxford Sports Trust is
required to render details of all grants to the Department of Intemal Affairs. This grant application is made with the
understanding that if any Department of Intemal Affairs Officer or a member of the Oxford Sports Trust Inc so requests, the
applicant organisation shall agree to participate in (at its own expense)} any such inspection and/or audit. Oxford Sports
Trust may also request infermation and verfication as to how the funds were used.

| have read and understand the Conditions for Allecation of Funds and Audit and Inspection requirements. My organisation

Tick the check
box to comply
with Consent
to Audit and
Privacy Act.

To confirm
that No funds
have been
spent, click
the circle on
the left.

\ hereby agrees to padicipate in an inspection, to provide further information if requested, and/er audit by the Department of
Intemal Affairs or Oxford Sports Trust if 2o requested. In the event of payment default, any legal or collection agent costs
\ will be the responsibility of the applicant.
| § . .
| Statement to Comply with the Provisions of the Privacy Act 1993
1 The personal information above is collected, and will be held by the Trust for the pupose of considering your application for
| financial aszistance. You have the right of access to, and comection of, personal information about you, that we hold.
| Ve the applicant, allow the Trust to collect information about our erganisation frem thind parties in respect of this
application.
L - I certify that the information provided in this application form is true and comect to the best of my knowledge. | have the
1 authonty to make the application on behalf of the Organisation. | agree to the Consent to Audit and Privacy Act
I declarations.
1 If you have already paid a deposit that is part of the funding you are seeking in thiz application or funding is spent any time
| prior to this application being approved and made available to you, we are unable to support that request. You may apply
1 for the balance of funding.
P Elea_seﬁurﬂrm that no funds being sought have already been spent by you.
-u funds have been spent or committed
Enteryourname inthe texd box: o = = = = = = —— e e = e e e e e e -
- -
Guy Bleggs W - -
- = =

-4 Save and Previous Page I Submit Application » I

4

Fill in your name as
the person who
completed the
form and click
“Submit
Application” to
send through the
application for
review.
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SPORTS TRUST
ASSISTING THE COMMUNITY

Starting an Application — Step by Step

Application Submitted Email

Once you have completed your application, filled in all the necessary details and clicked on “Submit
Application”, an email notification will be sent to you.

This email contains two links:
1. Download you Submitted Application Form.
2. Application Dashboard link.

Oxfofd

ASSISTING THI COMMUNITY

16052017
Joe Bloggs

Wizt Restome

20 Mataana \alley Road
Laly Haddon Place
MatEEE

0=85

RE: Grant Numbsr 2

Trank you for registering your completed grants proposal

e SCOwlenge jour completed requast for Support 3nd we will respond 10 you Trough e emall 30dress Tt jou NEue proviced 25 Par of your contact detalls contined WRnIn your grants proposal

‘Should we reguire any addRional Infarmation o I ens ks any incomplete Informiation at we sAlll require or ny part of your Spolication Tiat does Not ComDly Wit our Nules, Tan we Shall be b3k In fuch via e emall 30dress You have proviced In jour application.

‘e Wil endezuour 10 provide 3 TespoTse Witiin e naxt 30 working days, Inchuding when e application will b2 reviewed by the Trust. Plzse understand st our response time My be knger Ifwe recehe 3 igher rumber of appllcstions or If 3 publi holksy ik witin e 30 dsy period

gownioad e submimed Spplication form here:

3analyser. com'application pdfsdce0ann-C3ca-4eet-5300-67 1532010600 I

Vi

| 2 I J Applicant dashboard (View Pg. 21
for more details)

Tk you 3gain for your 3pplication 3 we wish Y0u SUBry SUCoesE.

¥ind Regards
Grants Administration Team

Ouford Sports Trust
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Starting an Application — Step by Step OXLOI'd

ASSISTING THE COMMUNITY

Other Things to Note

1. Atanytime of the application process, you can return to the last step by selecting “Save and
Previous Page” located at the bottom of the page for each step; this also saves all the details you
have completed in the page as well.

2. Similarly, you can go to a particular step by clicking it on the left where it lists each step.

3. Once a step has been completed, you will see a tick next to it indicating all necessary fields has
been filled in.

Oxford

Home FAQs Support Login

Progress Step 4 - Communications

Oxford Sperts Trust Inc does not require any branding or promoticn as part of making a grant to any applicant. The Tust
does not offer the use of it logo and name, as part of any |Oxford Sports Trustiplicant, and as such, we do not offer
access to our name brand or lego.

450‘{' We do however, require the right to use your name in the promotion of the Trust operations, including publizhing our grant
0 round results on our website, in the application of the grant software showing who some of our Applicants are, orin own
reports that we may be required to preduce. This may include images that we would seek from you.

In undertaking this application, you are agreeing to the above.

- Save and Previous Page I Save and Mext Page » I

Step =
1. Applicant Organisation Details R 1
2. Applicant Organisation Details Pt 2w” 3
3. Age Groups and Regions v
I 4. Communications
5. Document Upload \
6. Other Funding \

7. Applicant Details

2

Re-Accessing your Current Incomplete Application

1. Should you have exited your current grant application unintentionally, you can access it again by
clicking on the link that has been sent to you in your “Get Started Email”. The procedure is the
same so make sure you follow the steps as detailed in Page 6 of this guide.

Oxfoid

ASSISTING THE COMMUNITY

18/05/2017

Thank you for registering your interest in completing =n application propassl with Oxford Sports Trust,

This is an sutomated response, so for your future reference plesse note your User Applicant Link below.

User Applicant Link:

hitps:/ioxfordsportstrust nz. basnalyser com/retum/doB ol sbb-c3ca-4eef-830b-67 185201660

If at any stage you wish to log out of your grants proposal before you have completed it. please press the seve function button at the bottom of the page you sre working on. then log out

To log back in, use your User Applicant Link sbove

If you have any issues or queries logging in or using the application, please refer to the FAQ s
then please dick on the "Support” buttan located st the top of the applicetion and compl

on housed at the top of the application. If your query is not answered within the FAQ document,
mail support request form

We will endesvour to respond the same day if your request is filed before 12 noon or the following day if your request is filed after 12 noon

Kind Regards
Grants Administration Team

Oxford Sports Trust
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ASSISTING THE COMMUNITY

Applicant Dashboard —

Start

This is the Grants home page of Oxford Sports Trust Incorporated where you can login to view your

Applicant Dashboard.

Links you can click in this page:

T -—--—-- 1. Homepage of Oxford Sports Trust Incorporated Grants application
N\ mmmm=m==- 2. Frequently Asked Questions

A N 3. Requ

esting for Support link

A RN | Login to view and manage your application(s) and Accountability
NN NN Report(s); your Applicant Dashboard.

Home FAQs Support Login

These are some of the

Organisations we have funded: \

Northland Emergency Services Trust

(Helicopter)

Important Note:

\
\

\ Enter your login email and password

\ . .
\| from your application here.

Welcome
to the Applicant Dashboard

Email: jilx22.grants+oxford @gmail.co

Password | sessesss

m » Forgot password

If this is your first time logging in, you will see the below box asking you to assign a password. Once
you have allocated a password, you can then use the new password assigned to login and view your

application details.

Email:

New Password:

Confirm Passw

ord:

Assign a
password and
click Save for
first time users.
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ASSISTING THE COMMUNITY

Applicant Dashboard Page

Once you have signed in, this is what your Applicant Dashboard looks like. On the left side of the
menu where you can click in, you can manage and edit your:

1. Personal Information — View applicant/user details. Personal Information 1
2. Manage Organisations — View applicant organisation Manage Organsations 2
details.
3. Manage Users — View system users. Manage Users 3
4. Current Application — View details of current Current Application 4
application.
5. Current Grants — View a list of Approved grants. Current Grants 5
6. Accountability Reports — Required to complete if you Accountability Reports 6
receive an email notification indicating your application o _
status as approved. Application History 7
7. Application History — View the history of current Create Application 8
application. .
8. Creating a new Application Phd
P e
7
7
7
7
7’
e
e
P
s 7
Oxford g
e
Home FAQs Support Login
Personal Information Home Page
lManage Organsations
Manage Users Welcome to your Applicant Dashboard. From here you can manage organisation and personal information for the purpose of

Current Application fulure applications

Current Grants Wiew the progress of applications you have submitted.

Accountability Reports View information concerning Grants which you have been approved for.

) : Access the accountability reports forms to fill in the required information following the close of your funded endeavours.
Application History : :

View previous applications which you have submitted

Create Application

Go straight to make an new applications using infomation populated from your dashboard.

If you have any questions regarding the Applicant Dashboard or application process please see our FAQs page or contact our
support team.

End of Guide.
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